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/,) Welcome to Cardinal Training
y 4

This training provides participants with the skills and information necessary to use Cardinal and is not intended to replace
existing Commonwealth and/or agency policies.

This course, and the supplemental resources listed below, are located on the Cardinal website
(www.cardinalproject.virginia.gov) under Learning.

Cardinal Reports Catalogs are located on the Cardinal website under Resources:

» Instructor led and web based training course materials

« Job Aids on topics across all functional areas

* Glossary of frequently used terms

The Cardinal screenshots included in this training course show system pages and processes that some users may not have
access to due to security roles and/or how specific responsibilities relate to the overall transaction or process being

discussed.

For a list of available roles and descriptions, see the Statewide Cardinal Security Handbook on the Cardinal website in the
Security section under Resources.



/,) Course Objectives
/

After completing this course, you will:

Understand the overall Time & Attendance (TA) process
Understand the TL Auto enrollment process
Understand time reporter data, comp plan enroliment, and Work Schedules

Know how to identify and correct Timesheet exceptions

Be able to monitor approvals and adjust Paid Time



Agenda
b ns

Time & Attendance (TA) Overview
Understanding TA Employee Setup
Managing and Reviewing Time & Attendance Data

Resolving Exceptions

Audit and Validate Timesheets / Load Time Process



Lesson
Y

‘ Time & Attendance Overview

This lesson covers:

« Overview of Time Reporting
 HRinformation that impacts TA
« Time & Attendance Overview

« TARoles

« Key TA Concepts



/,) Overview of Time Reporting
y 4

Time reporting is required for all agencies using Cardinal Payroll. Cardinal TA is the conduit between HR data set up and
payroll processing.

It is used to pay all hourly (wage) employees.

« Itis used to generate pay for applicable salaried exception time (e.g., overtime, shift).

* It helps enforce pay and time related policies using system rules/edits (e.g., holidays, 1500 hour limit).
* It helps facilitate accurate employee payment (e.g., overtime, pay docking).

« |t facilitates detailed ChartField distribution for accurate financial reporting (e.g., payroll expenditures, cost accounting,
billing).

« It provides auditable time entry for Commonwealth employees.

* For agencies who have elected to use Cardinal Absence Management (AM), it will be their absence system of record and
will produce the leave liability report for agencies following DHRM leave policy.



»/ Cardinal Human Capital Management (HCM)
/

Human
Resources

In Cardinal HCM, HR Administrators, BN 1
Administrators, TL Administrators,
Payroll Administrators, and State Payroll
Operations (SPO) work together so that
all employees are paid on time and

accurately and are benefited properly. Benefits — | Payroll

—

All these roles and their unique
responsibilities flow to one another in
order to ensure that all employee
records are accurate and up-to-date. l

Do you know the HR, BN, TL and PY

administrators at your agency? _
Time &

Attendance



;) Cardinal HCM Responsibilities and Relationships
/

State Payroll Operations (SPO)

In Cardinal HCM, HR Administrators, BN Administrators, TL . Defi 0 i Calend
Administrators, Payroll Administrators and State Payroll Operations (SPO) etines Lperations Lalendar

work together so that all employees are paid on time and accurately and * Runs Payroll Processes
are benefited properly. * Runs Year End Processes

All these roles and their unique responsibilities flow to one another in
order to ensure that all employee records are accurate and up-to-date.

r ™ . \

+

Accurate
Paycheck
& Benefits

Payroll (PY)

Benefits (BN) Time &
Attendance (TA)

Human
Resources (HR)

Position
Person
Job

Earnings
Deductions
Taxes

Medical Time

FSA Absences
Retirement Approval

TPA (TIAA,
FBMC, ICMA-
RC)

Review
Paychecks




W Cardinal HCM Interfacing to Cardinal Financials
/

Cardinal @
A

Financials
Employee Journals COA
1 Expense .
Cal"d I nal Profiles Ber_1ef|t &
Vendors Garnishment
H C M Payments
Y  /
Pay Rate Hours
— —>
| A
Personal &

Job Changes

l

Deductions

Financials: Expenses (EX), General Ledger (GL), Accounts Payable (AP)
HCM: Human Resources (HR), Benefits Administration (BN), Time & Attendance (TA), Payroll (PY)



;) Overview of Human Resource (HR) Data
/

Before an employee can be set up in Time & Attendance, they must first be setup in HR. HR data entered in Position,
Personal Data, and Job Data drive how an employee is set up to use Cardinal TA.

. e Link Position,
Establish Position Enter Personal Data Personal. and Job
Record Record Da,ta

Every employee Personal data record The position is linked

requires a position captures identifying to personal data and

with basic data (e.g., employee data (e.g., additional job data are

Position Number, Employee ID, Name, entered (e.qg.,

Location, Salary SSN, Address, Employee Type, FLSA

Plan, Reports To) Company Seniority Status, Eligibility
Date) Group)

Eligible employees in agencies using Cardinal Job Data changes (hires, terminations,

Absence management (AM) will be enrolled position changes, etc.) will automatically

in AM and the appropriate AM pay group and update the time reporter and comp plan

eligibility group (leave plan) on Job Data. enrollments for agencies using Cardinal Time
and Attendance (TA).




yd

@ HCM Key Concept

@ POSITION DATA*

3 JOB DATA*

Empl ID:** 00100123400

Position: DOA10001

Effective Date: MM/DD/YY

Pos Descr: Sr Account
Analyst

Business Unit: 15100
Reports To: DOA10003

Effective Date: MM/DD/YY
Empl Rcd: 0

Position: DOA10001
Business Unit**: 15100
Benefit Program: SAL
Reports To**: DOA10003
Pay Rate: 40,200.00/yr

@ PERSONAL DATA*

Empl ID:** 00100123600

Position: DOA10002

Effective Date: MM/DD/YY

Pos Descr: Sr Account
Analyst

Business Unit: 15100
Reports To: DOA10003

Effective Date: MM/DD/YY
Empl Rcd: 0

Position: DOA10002
Business Unit**: 15100
Benefit Program: SAL
Reports To**: DOA10003
Pay Rate: 38,200.00/yr

Empl ID: 00100123400
Effective Date: MM/DD/YY
Name: Jane Doe

DOB: 5/1/2000

Address: 123 Main Street,
Richmond, VA 23222

SSN: 123-45-6789
Legal Gender
Email Address

Empl ID:** 00100123600

Position: ABC10012

Effective Date: MM/DD/YY
Pos Descr: Store Clerk
Business Unit: 99900
Reports To: ABC10123

*Fields listed are only a sample for representative purposes

Effective Date: MM/DD/YY
Empl Red: 1

Position: ABC10012
Business Unit**: 99900
Benefit Program: WGE
Reports To**: ABC10123
Pay Rate: 12.00/hr

Empl ID: 00100123600
Effective Date: MM/DD/YY
Name: Mark Thomas
DOB: 5/1/2000

Address: 123 Valley Dr,
Richmond VA 23222

SSN: 345-67-8999
Legal Gender
Email Address

**Indicates a field on job data that is inherited from position and personal data

10



#/ HCM Key Concept
y 4

@ POSITION DATA*

Position: DOA10001

Pos Descr: Sr Account
Analyst

Business Unit: 15100
Reports To: DOA10003

Position: DOA10002

Pos Descr: Sr Account
Analyst

Business Unit: 15100
Reports To: DOA10003

Position: ABC10012
Pos Descr: Store Clerk
Business Unit: 99900
Reports To: ABC10123

3 JOB DATA*

Empl ID:

Empl Rcd: 0

Position: DOA10001
Business Unit**: 15100
Benefit Program: SAL
Reports To**: DOA10003
Pay Rate: 40,200.00/yr

Empl ID:

Empl Rcd: 0

Position: DOA10002
Business Unit**: 15100
Benefit Program: SAL
Reports To**: DOA10003
Pay Rate: 38,200.00/yr

Empl ID:

Empl Red: 1

Position: ABC10012
Business Unit*™*: 99900
Benefit Program: WGE
Reports To**: ABC10123
Pay Rate: 12.00/hr

*Fields/data elements listed are only a sample for representative purposes.
**Indicates a field on job data that is inherited from position data.

@ PERSONAL DATA*

Empl ID:
Name: Jane Doe

Address: 123 Main
Street, Richmond, VA
23222

SSN: 123-45-6789

Empl ID:
Name: Mark Thomas

Address: 123 Valley Dr,
Richmond VA 23222

SSN: 345-67-8999

Job Data Used by
Time & Attendance

v
v
v

ANANENENEN

AN N NENEN

Effective Date
HR Status
Position Number
and Reports To
Business Unit
Department

Job Code

FLSA Status
Employee Type
(Hourly/Salaried)
Employee Class
Standard Hours
Pay Group
Salary Grade
Holiday Schedule
Absence System
(if applicable)

10



;) Time & Attendance — Core Modules
/

Cardinal Time & Attendance (TA) has two core modules: Time and Labor (TL) and Absence Management (AM). There are
different agency configuration options (online/interfacing) which impact how time and absences are captured as well as what
is the system of record for time and absences. The chart below breaks out the options for online and interfacing agencies.

Enter time and absences online Enter time online only — absences entered in agency
system
Cardinal Cardinal Cardinal
Time & Absence Time &
Labor Management Labor
Cardinal is the system of record for time and absences Cardinal is the system of record for time only
Interface time and absences Interface time only and absences entered in agency
system

Cardinal Cardinal I

: Cardinal
Time & Absence 1_ Time &

Labor Management

Labor

Cardinal is the system of record for time and absences Cardinal is the system of record for time only

I
n
t
e
r
f
a
Cc
e




;) TA Setup and Processing Process

- O O O

TL Auto Enroliment Employee Schedule Time Entry and
Assignment Processing

Employees are Employees are Time is captured/
enrolled in TL based manually assigned generated, validated
on HR data and state Work Schedules to against system rules,
and agency-specific facilitate time and and approved
criteria configuration absence processing

~

AM Enroliment Absence Entry and Payroll Processing
Processing

Approved time and
absence transactions
are available for

For agencies using Absences are entered,
Cardinal as their validated against
absence management system rules, and

system of record, approved payroll processing
salaried employees

are enrolled in AM

12




%/ Integration with Payroll
/

State Payroll Operations (SPO) creates the Operation Calendars which provide timelines for all the payroll related activities.
These calendars are posted on the SPO website. The calendars show deadlines for entering time and when time will be
loaded to Payroll. As a TL Administrator, you are responsible for auditing and validating Timesheets, reviewing and resolving
exceptions, and correcting Timesheet issues to ensure time for your agency is ready to load to payroll.

Link to State Payroll Operations (SPO) : https://www.doa.virginia.gov/reference/payroll/

13
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#/ Sample Hourly Pay Calendar
/

Cardinal Hourly Pay Cycle - Calendar Year 2023

Pay Period | Pay Period | Pay Period | Pay Period Create | Timesheet| Final Time Data Co::rm OFff Cvcle ocf?'::ﬂ::;
End End End End Per Paysheets| Deadline Load Freeze 1:00 gM y 1:00 gM
BW1 BW2 BW3 BW4 e Payday | on request (:::Cycle
after Off yday
Sun to Sat | Mon to Sun | Frito Thurs | Wed to Tues Cycle 10:00 PM Noon 1:00 PM (Cert Due agarlo"' (Cert Due
Confirm noon) Cor;izn noon)
BW1MMDDYY | BW2MMDDYY | BW3MMDDYY | BWAMMDDYY
12/31/2022 1/1/2023 12/29/2022 1/3/2023 1 | 12/29/2022 | 1/4/2023 1/5/2023 1/6/2023 1/10/2023 1/13/2023 |OBWO010423| 1/17/2023 | 1/18/2023
1/14/2023 1/15/2023 1/12/2023 1/17/2023 2 | 1/17/2023 1/18/2023 1/19/2023 1/20/2023 1/24/2023 1/27/2023 |OBWO011823| 1/30/2023 | 2/1/2023
1/28/2023 1/29/2023 1/26/2023 1/31/2023 1 | 1/30/2023 2/1/2023 2/2/2023 2/3/2023 2/7/2023 2/10/2023 |0BW020123| 2/13/2023 | 2/15/2023
2/11/2023 2/12/2023 2/9/2023 2/14/2023 2 | 2/13/2023 | 2/15/2023 2/16/2023 2/16/2023 2/21/2023 2/24/2023 |OBW021523| 2/27/2023 | 3/1/2023
2/25/2023 2/26/2023 2/23/2023 2/28/2023 1 | 2/27/2023 3/1/2023 3/2/2023 3/3/2023 3/7/2023 3/10/2023 |OBWO030123| 3/13/2023 | 3/15/2023
3/11/2023 3/12/2023 3/9/2023 3/14/2023 2 | 3/13/2023 3/15/2023 3/16/2023 3/17/2023 3/21/2023 3/24/2023 |OBWO31523| 3/27/2023 | 3/29/2023
3/25/2023 3/26/2023 3/23/2023 3/28/2023 1 | 3/27/2023 3/29/2023 3/30/2023 3/31/2023 4/4/2023 4/7/2023 |OBWO032923| 4/10/2023 | 4/12/2023
4/8/2023 4/9/2023 4/6/2023 4/11/2023 2 | 4/10/2023 | 4/12/2023 | 4/13/2023 | 4/14/2023 4/18/2023 4/21/2023 |OBW041223| 4/24/2023 | 4/26/2023

P PR PR

e dom fmmmn

P )

el fmmmn

P P P

2 fmm S

2ot

et Fmmne

P P P

PR P P

P P P,

PR RPNy PR,

Timesheet Deadline: Timesheets should be entered and approved (or interfaced). Time approved after this date will
not be loaded to the current payroll.

Create Paysheets: Start of the payroll process - Checks/Reports are now available to review

Confirm Pay: Payroll is complete — Checks will be available at Treasury and Self-Service Paystubs will be available

online the next day

Payday: Checks should be in hand and payments in accounts




;) Sample Salary Pay Calendar
/

HCM Semi-Monthly Schedule - Calendar Year 2023
Pay period End | Pay period End Data Freeze | Confirm Pay Lt §heet LR
Create Deadline Confirm | Off Cycle
PAYDAY Off Cycle
SM1 SM2 Paysheets Pay Date
Noon 1:00 PM 10:00 PM 1:00 PM
SM1MMDDYY SM2MMDDYY
1/9/2023 1/15/2023 1/3/2023 1/5/2023 1/9/2023 1/12/2023 1/13/2023 0sSM011322 1/12/2023 1/17/2023
01/24/2023 1/31/2023 1/13/2023 1/24/2023 1/26/2023 1/31/2023 2/1/2023 0sMo20121 1/31/2023 2/2/2023
02/09/2023 2/15/2023 2/1/2023 2/8/2023 2/10/2023 2/15/2023 2/16/2023 0sSM021622 2/15/2023 2/17/2023
02/24/2023 2/28/2023 2/16/2023 2/21/2023 2/23/2023 2/28/2023 3/1/2023 0sSM030122 2/28/2023 3/2/2023
3/9/2023 3/15/2023 3/1/2023 3/8/2023 3/10/2023 3/15/2023 3/16/2023 0sSM031622 3/15/2023 3/17/2023
3/24/2023 3/31/2023 3/16/2023 3/23/2023 3/27/2023 3/30/2023 3/31/2023 0sM033122 3/30/2023 4/3/2023
4/9/2023 4/15/2023 3/31/2023 4/6/2023 4/10/2023 4/13/2023 4/14/2023 0sMo41422 4/13/2023 4/17/2023
4/24/2023 4/30/2023 4/14/2023 4/21/2023 4/25/2023 4/28/2023 5/1/2023 0SM050122 4/28/2023 5/2/2023
5/9/2023 5/15/2023 5/1/2023 5/8/2023 5/10/2023 5/15/2023 5/16/2023 0sSM051622 5/12/2023 5/17/2023
cinalanaa FETNET LT efaeiana2 a3 fanns iz fanns efaa fanna ef1 fanna ACKANENT 27 e 21 fan2 ef/wnn0

Data Freeze: Limited HR Changes will be pulled into pay checks




/;/ Accounting Distribution Hierarchy

Cardinal Financials (FIN) and Human Capital Management (HCM) share
the same Chart of Accounts (COA) structure and values.

The default hierarchy for payroll accounting distribution is the

Timesheet, followed by the Position Default, and then

Department Default.

« ChartFields entered on timesheets are used for agencies who want to
record time to specific ChartField strings to be used during the payroll
accounting distribution process.

 For employees who do not record time to specific ChartFieldson ~ fr=====--=----------
their timesheet, the system uses the default funding for that
employee’s position.

« If the default funding is not found for their position, the system looks
for the default funding for their department.

*  An agency-level suspense default funding string will be defined for
each agency.

Timesheet
(Optional)

Position Default
(Recommended)

Department Default
(Required)

- This string will be invoked when position and department default
funding is not defined, timesheet ChartFields are not entered
and/or Chart of Accounts (COA) values or combinations are

invalid.
Position, department, and suspense default funding are set up by

fiscal year and will be rolled over at fiscal year end. Note: To view default funding information, run the

V_HR_POSN_DEFLT _EMPL_DATA query.

Non-productive time (e.g., holiday, sick) and earnings added directly in
Payroll are distributed based on the Position or Department Defaults, not
the ChartFields entered on the Timesheet.



/,) Time & Attendance Processes and Sub-processes
y 4

The key processes and sub-processes for TA include:

 TA Employee Setup
—  Enroll and maintain time reporters

— Create and maintain Work Schedules

« TA Capture
— Manage time entry

— Maintain absence reporting

« TA Approval and Processing
— Administer time & absence processing

— Administer delegation

« Payroll Integration and Cost Allocation
— Integration of TA and Payroll

—  Cost allocation of time after payroll

17



;) Overview of TA Roles

Roles Employee TL Employee Timekeeper TL Admin Absence TL and Absence TA Interface
Processes Setup Admin Supervisor Admin

Enter/Modify own Timesheet
(including Time and
Leave/Absences)

Enter/Modify Timesheets on
behalf of Employees
(including Time and
Leave/Absences)

Cancel Leave/Absences

Review/Resolve Timesheet
Exceptions (Warnings)

Allow Timesheet Exceptions
(Warnings)

Review and Correct Time
Entry Upload and Absence
Entry Upload Transactions

Enter/Modify Time Reporter
Data, Comp Plans, TL
Eligibility, and TL Auto Enroll
Bypass

v

(if not
Approved)

Vv

v

SN NS

v

(on
Timesheet)

View Only for
Elig and TL
Auto Enroll

N N A«

v

(on
Timesheet)

“

(Direct Reports)

<

(Direct Reports)

<

(Direct Reports)

v

(Direct Reports)

v

(on Upload
Review Page)

18



;) Overview of TA Roles (continued)
/

Roles Employee TL Employee Timekeeper TL Admin Absence TL and Absence TA Interface
Processes Setup Admin Supervisor Admin

Enter/Modify Leave
Donations and Extended J
Leave Absences

Administer Absence Events
and Review Absence J
Calculation Results

Enter/Modify Absence J
Balance Adjustments

Assign Employee Work
Schedules J View Only J View Only \/
(Direct Reports)

Approve Time and \/

Absences
(Direct Reports)

Run TA Reports/Queries J J J J \/ J

19



@ Delegation Administrator Role
V4

Delegation allows managers/supervisors to authorize another user to serve as their proxy for managing employee’s time and
absences. When a manager delegates to a proxy, all workflow notifications and items will be routed to the proxy. This is
especially helpful when a manager plans to be out of the office for a period of time.

This role has access to:
* Add and manage Time & Attendance delegation requests on behalf of others

* Delegation Administrators are able to create, modify, and revoke delegation requests on behalf of the managers. This
allows the delegation functionality to be utilized in the case of a manager’'s unplanned absence.

» Managers and/or proxies will receive workflow email notifications when delegation requests are created or modified by the
Delegation Administrator.

» As TL Administrator, there may be times that you will need to work with the Delegation Administrator to delegate approvals
to a proxy if the Reports To is out of the office when you are ensuring time is ready for the Time and Labor load process.

* Run TA reports and queries
Note: Delegation cannot be used when a Reports To position is vacant or when the Reports To supervisor is suspended or

on Leave of Absence (paid leave, unpaid leave, LOA Working). In these scenarios, Cardinal will route approvals to the
supervisor's Reports To supervisor.

Training Material: Training materials are located on the
* INTRO102: Overview of Cardinal Human Capital Management (HCM) (WBT) Cardinal website:
* NAV205: Navigation in Cardinal HCM (WBT) https://cardinalproject.virginia.gov/

» TA372 Delegation Administration (Job Aid)
» TA373 Delegation Administration for Supervisors (Job Aid)
 Cardinal HCM Time and Attendance Reports Catalog



;) Supervisor Roles
/

TA/AM Supervisor Training Materials

This role has access for direct reports to:

» Approve time and absence

* Delegate approval worklists for timesheets and absence
events to another supervisor, as applicable

* Assign employee work schedules

» Enter/Modify Timesheets on behalf of Employees (including
Time and Leave/Absences)

» Cancel Leave/Absences

* Review/Resolve Timesheet Exceptions (Warnings)

* Allow Timesheet Exceptions (Warnings)

* Run TA reports and queries

* INTRO102: Overview of Cardinal Human Capital
Management (HCM) (WBT)

* NAV205: Navigation in Cardinal HCM (WBT)

» TA373: Approving Time and Absences (Job Aid)

* TA373: Approving Time and Absences (WBT)

» TA373: Delegation Administration for Supervisors (Job Aid)
« Cardinal HCM Time and Attendance Reports Catalog

Training materials are located on the Cardinal website.
https://cardinalproject.virginia.gov/

Note: Time and Absence Approvals route to the employee’s Reports To supervisor as designated in Position Data. An HR
Administrator can update the Reports To supervisor as needed. When a supervisor is suspended, on Leave of Absence (paid
leave, unpaid leave, LOA Working), or the position is vacant, approvals will roll up to the supervisor of the Reports To

supervisor.

21




f/ TA Special Restricted Approver Role: Manage Time with
Workflow Issues

Timesheet transactions that require approval but cannot be routed to a Reports To approver or delegated authority will be
routed to the Approvals tile of the Agency TA Special Restricted Approver(s).

All Cardinal TA Agencies are required to have this role to identify and manage time and absence transactions that do not
route to a supervisor for action in such scenarios as:

« The employee does not have a user profile
» The approver does not have a user profile

« The employee “Reports To” a position that is vacant, and that vacant position either does not have a “Reports To” position
assigned or is also vacant

It is recommended that Agencies develop adequate procedures/processes outside of the Cardinal system to ensure proper
authorization is granted before the TA Restricted Special Approver approves these transactions online.

22



f/ TA Special Restricted Approver Role: Manage Time with
Workflow Issues (continued)

Cardinal also encourages the collaboration between the Agency TA Restricted Special Approver(s) with the Agency TL
Administrators, AM Administrators, HR Administrators, and TA Supervisors to resolve issues causing pending timesheet
transactions that could not be routed to an actual approver. Together they should determine what the best resolution might be
to prevent the issues. Possible resolutions might include:

« If the “Reports To” and/or user profile issue is addressed, the employee could make changes to the already submitted
time on the Timesheet and resubmit to route the time to the actual supervisor
« The Delegation Administrator could delegate the time to another supervisor for approval once the time has been

reviewed/validated by the actual supervisor
« The TA Restricted Special Approver could approve the time once the time has been reviewed/validated by the actual

supervisor

The TA Restricted Special Approver role does not give the user access to approve time for all employees in their Agency. The
TA Restricted Special Approver would only see items for approval on their Approvals tile in the rare scenarios mentioned
above when it is not routing to a TA/AM supervisor.

23



;) TA Expired Grace Approver (v_TA_EXPIRED_GRACE_APPROVER)
V4

The TA Expired Grace Approver (V_TA_EXPIRED_GRACE_APPROVER) role, allows select agency users to manage time
that falls outside of normal submission and approval grace periods. This role grants access to two pages in Cardinal, the
Update Time Status page and the Request Batch Approval Process page. These pages allow users with this role to perform
the following actions for any employee in their accessible agencies:

TA Expired Grace Approver Role Capabilities
Employees in Online Workgroups

Action Role Permissions
Approve Payable Time in Needs Approval (NA) status outside of grace period Between 90 and 365 days old
Close or Delete Reported Time in Saved (SV) or Needs Approval (NA) status More than 90 days old
Close Payable Time in Needs Approval (NA) status More than 90 days old
Delete Invalid Reported Time After termination date

Action Role Permissions
Close or Delete Reported Time in Saved (SV) or Needs Approval (NA) status More than 90 days old
Delete Invalid Reported Time After termination date




/,) TA Expired Grace Approver (continued)
y

TA Expired Grace Approver Role Guidelines
Every Cardinal HCM payroll agency must have at least one designated TA Expired Grace Approver.

e Itis recommended that this role be assigned to a Fiscal Officer or designee who understands the impact on pay and
distribution of approving, closing, and deleting old time transactions.

e This role may only be assigned to a maximum of three users at each agency.

e Agencies should develop a process for supervisors and administrators to request approval, closure, and deletion of time
older than 90 days with appropriate justification and authorization and deletion of time after termination dates; requests
received by Cardinal Post Production Support will be redirected to the agency TA Expired Grace Approver(s).

See the Job Aid titled TA_Time Status Administration for guidance. This Job Aid is located on the Cardinal website in Job
Aids under Learning.

25



@ Role of the TL Administrator
y 4

The role of the TL Administrator is to audit/monitor and validate that all Timesheets for the agency are completed and errors
resolved so that time can load to Payroll.

TL Administrators have access in Cardinal to:

» Audit/monitor and validate Timesheets
 TRC Administrator level access on Timesheets
* Review and resolve exceptions

» Correct employee’s Timesheets

* View time entry processing status

* View employee time reporting information

» View/Assign/Update employee Work Schedules
* View employee comp plans

* View TL eligibility and TL auto enroll bypass

* View job data pages that impact TL auto enroll
* Run TA reports

If Cardinal is the leave system of record, the following are
available on the Timesheet:

+ View Compensatory and Overtime Leave balances
* View leave information



;) Role of Employee Setup and Interface Administrators
/

Although this course is focused mainly on the TL Administrator, there are two additional administrator roles that are key to

employee setup and interfacing of time and absences.

TL Employee Setup Administrator

TA Interface Administrator

This role has access to:

« Enter TL eligibility and TL auto enroll bypass

+ View/change employee time reporter information

« View/assign/change employee Work Schedules

» View/change employee comp plans

« View job data pages that impact TL auto enroll and
Company Seniority Date

* Run TA Reports

See the Job Aid titled TA372 TL Setup Overview for
guidance. This Job Aid is located on the Cardinal website
in Job Aids under Learning.

This role has access to:

* Review and correct Time and Absence interface errors
* Reconcile time interfaced into Cardinal

* Run TA Reports

See the Job Aid titled TA372 Interface Administration for
guidance. This Job Aid is located on the Cardinal website
in Job Aids under Learning.
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@ Key Concepts
y 4

The Time & Labor auto enroliment program automatically enrolls employees in the relevant workgroup and comp plan based
on state default and agency criteria configuration. This controls the Timesheet fields and Time Reporting Codes available for
the employee, as well as the time reporting rules that apply to the employee.

Timesheets drive pay for wage employees. For salaried employees, Timesheets drive pay for paid overtime, shift differential,
and unpaid time (i.e., pay docking). This is true for Cardinal TA online and interfacing agencies.

Timesheets collect detailed time (by day, by type, by Chartfield distribution) to feed payroll and to support the allocation of pay
in the Cardinal Financials (FIN) system at a detailed level.

There are two types of time reporters: positive and exception.
Cardinal requires all employees to have an assigned Work Schedule.

* Hourly employees are assigned a generic zero-hour schedule and are designated as positive time reporters.

« Online salaried employees who work a set schedule should have the appropriate schedule assigned in Cardinal.

« Online salaried employees who work a variable schedule can be assigned a variable schedule and must report all time as
a positive time reporter.

» Interfacing salaried employees will be positive time reporters and can have a variable schedule assigned unless the
agency wants to maintain work schedules in Cardinal.
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/p/ Key Concepts (continued)
y 4

Pay docking must be entered on the Timesheet to capture hours for payroll processing, reporting, and allocation.

In TA, a variety of exceptions can generate, and they need to be addressed in a timely manner. High severity exceptions
must be corrected to ensure that employees will be paid accurately.

Only approved time is sent to Payroll.
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;) Lesson Checkpoint
/

-

1. True or False. All agencies are using both Cardinal Time & Labor and Absence
Management as their system of record.

N (

2. True or False. Employee Work Schedules are set up as part of the TL Auto Enrollment process.

AN

3. True or False. The TL Administrator audits, monitors, and validates that all

Timesheets for the agency are completed and errors resolved so that time can load
to Payroll.
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;) Lesson Summary
/

‘ Time & Attendance Overview

In this lesson, you learned:

* An Overview of Time Reporting
 HRinformation that impacts TA
« Time & Attendance Overview

« TARoles

« Key TA Concepts
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Lesson
Y

‘ TA Employee Setup

This lesson covers:

» Overview of the Enroll and Maintain Time Reporters and Comp Plans process
* Viewing and Updating Employee Time Reporter Data

« Viewing and Updating Employee Comp Plan Enroliments

« Viewing and Updating Employee TL Eligibility

« Viewing Employee Setups for TL Bypass

* Overview of Work Schedules

* Viewing and Maintaining Employee Work Schedules
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/;/ Overview of the Enroll and Maintain Time Reporters and
7 Comp Time Enroliment Process

The Time & Attendance Employee Setup business process involves enrolling employees in Cardinal so that employees are
able to enter their time and absences and appropriate processing rules are applied.

There are two sub processes:
* Enroll and Maintain Time Reporters and Comp Plan Enrollment

* Create and Maintain Work Schedules
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@ TL Auto Enroll Overview
y 4

The TL Auto Enroll process enables active employees paid through Cardinal to be enrolled in the Time and Labor (TL)
module. This includes employees who will utilize the Cardinal TA for time reporting as well as employees who report time in
Agency-owned time keeping systems that are interfaced into Cardinal.

The Auto Enroll process uses configured state default and agency-specific criteria to automatically enroll employees as time
reporters in the appropriate Workgroup, other Time Reporter attributes, and Comp Plans, which control the Time Reporting
Codes (TRCs) and fields available on the Timesheet, as well as the business rules applied for approval and processing.
Only the Cardinal Post Production Support (PPS) team will be able to access and update enroliment criteria.

TL Auto Enroll controls:

» Timesheet appearance (fields displayed on the Timesheet)

« Types of reported time, Time Reporting Codes (TRCs) available for selection on the Timesheet
» Types of approval: Reported Time, Full Payable Time, or Partial Payable Time

+ Work Pay Rules which will be applied to an employee’s time
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/#/ Time Reporter Data

For every employee, TL Auto Enroll assigns
effective dated Time Reporter values on the
Maintain Time Reporter Data page. You can
view this page, using the following path:

Menu > Time and Labor > Enroll Time
Reporters > Maintain Time Reporter Data

Effective dating in TA must be accurate and will be
picked up from Job Data if the change impacts TA
(e.g., employee moves to new job).

Maintain Time Reporter Data

Organizational Relationship Employee

Time Reporter Data

| Ertective Date 051872020 |

Time Reporter Type

Elapsed Time Template
Punch Time Template

Time Period 1D

Workgroup SE1PO71EZ

Tazkgroup S0100CCRQ
Task Profile 1D
TCD Group
Restriction Profile 1D
Rule Element 1
Rule Element 2
Rule Element 3
Rule Element4 07:40
Rule Element5 080:240

Time Zone EST

Save Return to Search |

1D
Eadge Detail

o

Elapsed Time Reporier

Sal EX Mon07 Part Exc Type1

DOT CC Required

40 hours per week
&0 hr Comp + 240 hr OT Limits
Eastern Time (U5)

Previous in List Next in List

|| Moty || Refresh

Employment Record 0
Group Membership

10f 1[v] | View All

Status  Active

Payroll

» Send Time to Payroll

Commitment Accounting

| For Taskgroup
| For Department
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V4

The Workgroup controls many things related to the
employee’s Timesheet including:

« Time Reporting Codes (TRC)

« Approval method

« Time reporter type (positive or exception)
» FLSA start day and period

* Business rules that apply to the employee

The 9-character Workgroup name reveals the
attributes of the group.

The Taskgroup controls access to the ChartFields
link on the Timesheet page.

» Time Reporter Data (continued)

Maintain Time Reporter Data

Organizational Relationship Employes

Time Reporter Data

Effective Date  05/18/2020

D
Badge Detsil

L]

Time Reporter Type  Elapsed Time Reporter

Elapsed Time Template
Punch Time Template

Time Pericd ID

Employment Record o]

Group Membership

1of1[v] View Al

Status  Active

Payroll

» Send Time to Payroll

Commitment Accounting

| For Taskgroup

Workgroup SE1POTIE2

Taskgroup 50100CCRQ

Sal BEX MonO7 Part Exc Typel

v

DOT CC Required

» For Department

Task Profile ID

TCD Group
Restriction Profile 1D

Rule Element 1

Rule Element 2

Rule Element 3

Rule Element 4 07:40

Rule Element 5 0B0:240
Time Zone EST

Save Return to Search Previous in List

40 hours per week
80 hr Comp + 240 hr OT Limits
Eastern Time (LIS)

Mext in List Notify Refresh

For more details regarding selections for this page, see the Job Aid titled TA372 TL Setup Overview
located on the Cardinal website in Job Aids under Learning.

. This Job Aid is
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f} Workgroup Naming Convention
4

The Workgroup controls Time Reporting Codes, Approval Method, Positive vs. Exception Reporting Type, FLSA Start Date,
FLSA Period, and Business Rules applied to the employee. The 9-character workgroup name reveals the attributes of the
group. If the employee is not in the correct workgroup, it will impact the TRCs that are available to select on the Timesheet

page.
Character Defines Values
1st Employee Type H = Hourly, § = Salaried
2nd FLSA Status N = Nonexempt, E = Exempt
3rd Employee Category | 1 =Type 1, 2 =Type 2, 3 =Type 3,
A = Additional Pay Only, P = Per Diem Type,
R = Regular, M = Emergency,
J = Judge, L= Law Enforcement
F = Fire Prevention, § = Student
4th Approval Type | = Reported Time for Interfaced,
F = Payable Time for Online Full Approval,
P = Payable Time for Online Partial Approval
5-6th FLSA Period 07,14, 21, 28 Days
7th Pay Cycle B = Biweekly, 1 = SM1, 2 = SM2, M = Monthly
gth Time Reporter Type | E = Exception, P = Positive
gth FLSA Start Day 1=5Sun, 2=Mon, 4 =Wed, 6 = Fri, 7 = Sat

EXAMPLE:
SNRFO071P1

S = Salaried

N = Non-Exempt

R = Regular

F = Online Full Approval

07 = FLSA 7 Day Period

1 = SM1 Pay Cycle

P = Positive Time Reporter

1 = Sunday First Day of FLSA Period
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;) Taskgroups & ChartFields Access
/

The following table is a list of Taskgroups and how they relate to ChartFields.

Taskgroup (ending in) ChartFields

BA Not Required; ChartField link will not appear on Timesheet
IN Not Required; ChartField link will not appear on Timesheet
CCOP Optional: ChartField link will appear on Timesheet
CCO Optional: ChartField link will appear on Timesheet
CCRQ Required: ChartField link will appear on Timesheet
CCR Required: ChartField link will appear on Timesheet
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#/ Comp Plan Enrollment
V4

Comp plan enrollment controls the TRCs
available for reporting or interfacing on the
Timesheets. The TL Auto Enroll process
assigns effective dated Comp Plan
enrollments on the Compensatory Plan
Enrollment page.

You can access this page using the following
path:

Menu > Time and Labor > Enroll Time
Reporters > Comp Plan Enroliment

Compensatory Plan Enroliment

Empl ID Empl Record 0
Comp Plan Enrollment Q | 10f 1 | View Al
*Effective Date | 06/12/2020 + .
Valid Comp Time Off Plans for Time Reporter
F Q 1-3 of 3[v] | View Al
*Compensatory Time Off Plan Description *Status
CARDINAL Q | | Cardinal Leave Active o+ —
COMP_LEAVE Q |  Compensatory Leave Plan Active o+ —
|F'AID-CALHF’ x Q | Callout Hours (Paid) Active | -
[ Save ‘ | Return to Search .I ‘ Previous in List .I Next in List .I Notify .I Refresh .I

For more details about Compensatory plan enro

lIment, see the Job Aid titled TA372 TL Setup Overview. This Job Aid is

located on the Cardinal website in Job Aids under Learning.
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g/ TL Eligibilit
) TL Eiginility

The TL Eligibility page is used to indicate Eligibility

employee eligibility for Shift Differential, Commuter o

Imputed Income, and Overtime Leave not Eligibility

controlled by state or agency criteria. TL Eligibility Business Unit 50100 VA Dept of Transportation

enrollments are manually maintained by the TL D Empl Record 0

Employee Setup Administrator and not by the TL — —— _

Auto Enroll process. Eligibility Type Find | View All First ‘4' 1 0f1 & Fast
*Eligibility | Overtime Leave [~] ==

For every employee, TL Auto Enroll checks the TL Eligibility Information Find | View All First ‘&' 10of1 "2 Last

Eligibility indicators as criteria to determine *Effective Date 10282019 |[5] Effective Sequence| 0 F=]

appropriate Time Reporter and Comp Plan “status[Active V|

enrollment. You can navigate to the Eligibility

page USing the fO”OWing path: [} Save o+ Return to Search Previous in List 4 | MNextin List |4 Add A2 Include History

Menu > Time and Labor > Enroll Time
Reporters > Eligibility

For more details about setting up eligibility for employees, see the Job Aid titled TA372 TL Setup Overview. This Job Aid is
located on the Cardinal website in Job Aids under Learning.



/) \dentifying TL Auto Enroll Process Errors
y 4

Changes in Job Data, including position changes, new hires, terminations, and agency transfers are processed by the TL
Auto Enroll process. For example, terminated employees and employees with an inactive HR status will be assigned to an
INACTIVE time reporting group to prevent Timesheets from being submitted or interfaced beyond the date the employee
became inactive.

The TL Employee Setup Administrator can monitor the TL enroliments for accuracy using the following queries:

« Time Reporter Changes Query - V_TA_TIME_REPORTER

* Comp Plan Enroliment Audit-V_TA_COMP_PLAN_ENROLL_AUDIT
» Active TL Eligibility Query - V_TA_ELIGIBILITY_ENROLL_LIST

» TL Eligibility Audit - V_TA_ELIGIBILITY_ENROLL_AUDIT

If appropriate state or agency criteria does not exist to assign valid values to an employee based on the employee’s Job Data,
the employee will be assigned to an INVALID time reporting group. The TL Employee Setup Administrator should review for
this issue and other enroliment issues using the following query:

« Time Reporter Auto Enrollment Exceptions Query - V_TA_AUTO_ENROLL_EXC
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s/ TL Bypass
//;/ yp

Agencies can bypass the TL Auto Enroll process for an employee and maintain the employee’s Time Reporter data and/or
Comp Time Plans manually using the TL Bypass feature. Generally, the TL Bypass feature should not be used unless the TL

Auto Enroll process did not enroll the employee appropriately and there are no criteria that could be configured for the agency to
identify and enroll the employee as needed.

For every employee, TL Auto Enroll checks the TL Bypass Auto Enroll selections to determine if the employee should be
skipped by the default Time Reporter and/or Comp Time Plan enrollment processing.

The Time & Labor Administrator has view only access to this information and cannot make any changes. The TL Employee
Setup Administrator can make changes as appropriate.

Note: The use of Auto Enroll TL Bypass should be rare or used temporarily. Consider contacting Post Production Support to
review the agency selection criteria if the TL Auto Enroll process for a group of employees must be frequently bypassed.
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@ TL Bypass (continued)
y 4

To view the TL Bypass Auto Enroll page, use the following
path:

Menu > Time and Labor > Enroll Time Reporters > TL
Bypass Auto Enroll

The following TL Bypass values are used to bypass the
employee in TL Auto Enroll process:

» Effective Date — The date the bypass is effective

 Bypass Time Reporter Data — Selection indicates TL
Auto Enroll will bypass the Time Reporter enroliment
(Workgroup, Taskgroup, rule elements) and the values
must be maintained by the TL Employee Setup
Administrator manually, including when there are Job
Data changes

« Bypass Comp Plan — Selection indicates TL Auto Enroll

will bypass the Comp Plan enrollment and the plans
must be maintained manually, including when there are
Job Data changes

TL Bypass Auto Enroll

Business Unit: 12700 Dept of Emergency Management

Empl ID EMPLOYEE 1D 1 02TA1301T

Find | View Al  First ‘4" 1of1 '} Last

Effective Date 01/01/2019 Effective Sequence 0

+/| Bypass Time Reporter Data v/| Bypass Comp Plan

Save | a® Return to Search Previousin List | |4Z Nextin List

For details about how to setup or remove an employee for Bypass, see the Job Aid titled TA372 TL Setup Overview. This
Job Aid is located on the Cardinal website in Job Aids under Learning.
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/;/ Overview of Work Schedules
y 4

Work Schedules play a crucial role in applying/validating overtime, absences, holidays, and in reporting for salaried
employees. For exception time reporters, Work Schedules are also used to generate regular hours for distribution of payroll
costs.

Each employee must have an assigned Work Schedule in Cardinal.

Work Schedules are assigned to employees by the TL Employee Setup Administrator, TL Supervisor, or TL Administrator.

Types of Work Schedules are:

* Hourly Work Schedule — This is a Work Schedule with zero pre-defined hours and should only be assigned to hourly
(wage) employees. All hourly employees must report all hours worked on their Cardinal Timesheet in order to be paid

« Set Work Schedule — This is a non-flexible Work Schedule with predictable days and hours and should only be assigned
to salaried employees. A set Work Schedule could also include a rotating day pattern

« Variable Work Schedule — This is a flexible Work Schedule that is set up in the system as 24 hours a day 7 days a week
and should only be assigned to salaried employees. This type of Work Schedule requires employees to report all hours
on their Cardinal Timesheet

The Employee Schedule Review query, V_TA_SCHEDULE_REVIEW, can be used to identify Work Schedule issues that
should be resolved. The query lists employees without a Work Schedule or with a default (invalid) Work Schedule.
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/;/ Overview of Work Schedules (continued)
V4

Work Schedules are effective dated and required for Timesheet rule processing and for absence duration calculations for
agencies using Cardinal Absence Management. As a TL Administrator, you are able to view, assign, and update an
employee’s Work Schedule. In most cases, the employee’s manager/supervisor should assign/update the Work
Schedule. If you notice an issue with the employee’s Work Schedule, work with the manager/supervisor to make the

appropriate changes whenever possible. Work Schedules are managed on the Assign Work Schedule page. You can
navigate to this page using the following path:

Menu > Time and Labor > Enroll Time Reporters > Assigh Work Schedule

Assign Work Schedule
Employee ID

Police Sergeant Employment Record 0
Actions >
Assign Schedules @

F Qq 1-1 of 1[%] | View AN

Details ‘ 113

*Effective Date *Assignment Method Schedule Group Schedule ID Description Rotation 1D ggﬁ::lule

111 UJ’2019 Select Predefined Schedule STATE Q 40.00-Z882227-0 Q 5x3 hour days - 2 OFF together SASU Show Schedule - e
b View history of Schedule Assignments, including default changes
[ Save | ‘ Return to Search | ‘ Refresh | ‘ Update/Display | Include History

For details on viewing, assigning, and updating Work Schedules, see the Job Aid titled TA373 Maintaining Employee Work
Schedules. This Job Aid is located on the Cardinal website in Job Aids under Learning.



#/ Create and Maintain Employee Work Schedules
/

13.2.1
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Meed for
Schedule
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oes Schedule
D Exist?

No

v

13.25
_| Agency Assigns

1322
Agency
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F
13.24
13.2.3 :
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;) Lesson Checkpoint
/

-

1. True or False. The Auto Enroll process identifies Workgroup requirements which
control the Time Reporting Codes (TRCs), whether approval is to be performed at
the Reported Time or the Payable Time level, and what business rules are applied
when generating Payable Time.

Y4

2. True or False. Generally, the TL Bypass feature should not be used unless the TL
Auto Enroll process did not enroll the employee appropriately and there are no
criteria that could be configured for the agency to identify and enroll the employee

\_ as needed.

AN

3. A Variable Work Schedule is a
a. schedule set up with zero hour

b. non-flexible schedule with predictable days and hours and can include a
rotating pattern

\ c. flexible schedule that is set up in the system as 24 hours a day 7 days a week.
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}) Lesson Summary
/

” TA Employee Setup

In this lesson, you learned:

* An Overview of the Enroll and Maintain Time Reporters and Comp Plans process
 How to View and Update Employee Time Reporter Data

 How to View and Update Employee Comp Plan Enrollments

« How to View and Update Employee TL Eligibility

 How to View Employee Setups for TL Bypass

* An Overview of Work Schedules

 How to View and Maintain Employee Work Schedules
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Lesson
Y

‘ Managing and Reviewing Time & Attendance Data

This lesson covers:

» Overview of the TA Capture Process

« TA Capture: Role of the TL Administrator
» Overview of the Time Reporter Types

* Overview of the Timesheet Summary Page
* Overview of the Timesheet Page

« Monitoring and Reviewing Time Entry Data (Pages, Reports, and Queries) Overview
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@ TA Capture Process
y 4

The TA Capture process involves entering employee time and absence information into Cardinal for TL rule processing and
supervisor approval and further processing.

This process has two sub-processes:

* Manage Time Entry
« Manage Absence Reporting

Timesheets will require the capture of hours by day and by type of time, including productive and non-productive time.
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/) TA Capture - Role of the TL Administrator
y 4

While the TL Administrator is not responsible for capturing or submitting time on behalf of employees, you may be the first
person, other than the employee’s supervisor, that will be contacted for resolution when there are time entry questions or
issues. Understanding state and agency time reporting policies and Cardinal Timesheet configuration and employee setup is
crucial.

Online Agencies

For agencies using Cardinal online, the TL Administrator provides oversight and problem solving from the time entry to payroll
processes, including ensuring that all time is submitted appropriately and approved (if applicable) by the time approval
deadline. Only the agency TL Supervisor (Reports To or delegated to) can approve time. The TL Administrator runs reports
to identify issues and works with the TL Supervisor or other administrators to resolve issues.

Interfacing Agencies

For interfacing agencies, the TL Administrator and the TA Interface Administrator work together to ensure approved time and
absence data (if applicable) is accurately interfaced and processed in Cardinal and any errors are resolved. If time is entered
or modified online for an interfacing employee, the time requires approval by the TL Supervisor.

The TL Administrator is the go-to role for agency Timesheet users (employees, timekeepers, and supervisors) for Timesheet
entry or interfacing questions and problem-solving.

Note: Interfacing agency TL Administrators may also have the role of the TL Supervisor and be set up as the Reports To
position for approving online adjustments.
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/;/ Time Reporter Types
y 4

In Cardinal, there are two different types of Time Reporters — Positive Time Reporters and Exception Time Reporters. These
types have some specific time reporting rules.

Positive Time Reporter

Positive Time Reporters must report:

» All hours worked (productive) and any leave (nonproductive) must be entered

« All time must be reported by day and type

* The Timesheet must be submitted, at a minimum, for every pay period (follow agency guidelines)

Exception Time Reporter

Exception Time Reporters only enter time if there is an exception. Exceptions include:

» The employee worked a different day outside of their normal Work Schedule

* The employee worked additional hours (e.g., overtime, call-in time)

 The employee used leave (comp or overtime) or an absence (e.g., vacation, sick)

+ The employee needs to charge time to a ChartField distribution that is different than the default

When an exception is reported for a day, then all hours for that day must be reported (e.g., 2 hours of vacation, must also
report the 6 regular hours worked).



% Time Entry Examples

F

V4

In these examples, the employees
worked 8 regular hours each day

Positive Time Reporter

and had 2 hOUFS Of Overtime on From Monday 12/23/2019 to Sunday 12/29/2019 @
M T Wed Th Fri 3 8 .
Thursday. 1223 1224 1226 12 127 1008 1229 Total Time Reporting Code
) ] 8 8 8 8 8 REG - Regular Hours
Note: Cardinal allows time entry to
the hundredths of an hour: two 2 OVT - OT @ Time and Haf
digits after the decimal point.
Follow your Agency guidelines
regarding hOW partial hours ShOUId ‘ Save for Later H Submit Apply Schedule
be added. See the Appendix of this L '
course for more details on time
rounding.
Exception Time Reporter
From Monday 12/23/2019 to Sunday 12/29/2019 @
o oy oo S ey o o Total | Time Reporting Code
8 REG - Regular Hours
2 OVT - OT @ Time and Half
Save for Later ‘ | Submit Apply Schedule
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7 Timesheet Summary
/

TL Administrators have access to view, enter, and
make adjustments to the Timesheet for all employees
in their agency. To access the employee Timesheet,
use the Timesheet Summary page to search and
select the employee. To navigate to the Timesheet
Summary page, use the following path:

Team Time Tile > Timesheet
The Timesheet Summary page displays.

1. Enter the Employee ID of the employee whose
Timesheet you need to access. If you do not
know the Employee ID you can use name or any
of the other search criteria.

Click the Get Employees button.

Click the last name link of the employee you want
to access.

w N

Report Time
Timesheet Summary

 Employee Selection

Employee Selection Criteria

Time Reporter Group

Selection Criterion Selection Criterion Value |

I Get Employees I

Clear Criteria

| Save Criteria

Employee ID I

Last Name

First Name

Business Unit

Job Code

Deparfment

Reporis To Position Number

Location Code

Workgroup

B T N T VG LV P

CIEIEEIN P R

ol

Sl oo L

P A e N e W e N e W WW\ PN SR o SNV Vs

*View By | Week

Date |07/0172020 |

Employees For , Totals From 06/29/2020 - 07/05/2020
5 Q

Time Summary || Demographics I3

Empl

Last Name First Name Employee ID Record

Show Schedule Information

Previous Week Next Week

11 0f 1]

Hours
Approved or Denied Hours

Reported  Hours to be Scheduled
(ems Submitted

Hours  Approved

" Reported
Excepton Absence

0.00 000 40.00 0.00 0.00
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W Timesheet Page
y 4

The Timesheet page for the selected employee displays. All time, both productive (time spent on actual work activities) and
non-productive (time spent on non-work activities) are recorded on the Timesheet.

In this lesson, we will review some of the key aspects of the Timesheet. For detailed information about the Timesheet page
layout and specifics about each field, see the course titled TA373: Time & Attendance for Managers and Supervisors
located on the Cardinal Website in Courses under Learning.

Note: Timesheets will vary based on agency configuration and employee setup. For example, shift eligible employees will
have a field to indicate the shift worked for the hours reported.

Timesheet

Employee ID

Empl Record 1
Time Reporting Type Exception
Earliest Change Date 0511872020

Select Another Timesheet

“View By | Week Previous Week MNext Week
"
*Date | 06/29/2020 b Next Employee
Scheduled Hours 4000 Reported Hours  0.00

From Menday 06/29/2020 to Sunday 07/05/2020 (&

Mon Tue Wed Thu Fri Sat Sun N - o Business
6129 B30 M 7 3 714 7i5 Total Time Reporting Code Taskgroup Unit Telework Agency Value ChartFields
40300CCOP 40300 Q ChartFiglds + -
40300CCOP 40300 Q ChartFields + -
40300CCOP 40300 Q ChartFields + -
Save for Later [[ Submit | | Apply seneduts

Reported Time Status

Summary Exceptions Payable Time
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’j Timesheet Page — Header Section
V4

The Header section contains basic employee information such as employee Name, Employee ID, Empl Record, Time
Reporter Type, etc. When you hover over the employee name or title, additional information displays. This information can
be helpful for seeing such things as the employee’s manager, if the employee is hourly or salaried, and the employee’s
Workgroup.

Name
J Title  Aseqciste Professor
j Department  Percnnnel
— Manager I
ETa noemai200@virgnia.goy = <
Phone
Address
Timesheet
Employee ID
P Aasocate Professar Emliﬂ Record 0
Job Information s Time Reporting Type  Positive
Actions- : —
Department 03100 Perscnnel Earliest Change Date 11102018
Position DSEPTAZ03 FAssociate Professor Select her Timeshe
I Employee Type  Hourly I

Standard Hours  40.00
Standard Work Period W

| Workgroup  HNRFOTEM Hrly ME SunC7 Full Pos Feg I

Time Peried ID VBIMEERSUN 03212020 07042020

=
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y Timesheet Page - Select Another Timesheet
/

The Select Another Timesheet section is used to change the view of the Timesheet and the Calendar Period.

* View By: Controls the Timesheet view. The default view of the Timesheet is a weekly format. Use the View By to see
the Timesheet in the way that works best.

— Calendar Period: This view is based on the pay calendar (e.g., Salaried 10th - 24th or 25th - 9th, Faculty 1st - 15t
or 16" — End of the Month, Hourly biweekly).

— Day: View one day based on the selection.

— Week: View a one week time period based on the selection.

« Date: Enter a specific date, date in a week, etc. to be shown on the Timesheet. Click on the Calendar icon to open a
calendar and then select the month, year, and day. The week that includes the selected date displays below. The start
day always defaults to Monday, but can be changed to the appropriate FLSA start day if different.

Aetionz= Earliest Change Date  11/1042019

Select Another Timesheet Calendar Period
Cay
*Wiew By L Previous Week  Mext Week

*Date J0S/2EB02020 :l o Previous Employes  Mext Employee

Reported Hours D00
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» Time Reporting Codes

f
f

V4

The Time Reporting Code (TRC) is a drop-down field on the Timesheet that contains codes used to classify the time being
reported. The codes will vary by agency criteria which controls the time reporter workgroup and comp plans.

TRC values will vary by agency configuration and Workgroup, so it is not the same for all employees. The screenshot below
shows an example of some TRCs for an employee that is not using Cardinal Absence.

Select Another Timesheet
*View By |Week Previous Week  NMext Week

” .
*Date |0G/29/2020 ¢ Next Employee ADMR - Civil Leave
ALIR - Annual Leave Incentive
Scheduled Hours 4000 Reported Hours  0.00 gE(I:-;E ” g?ﬁn;geg;‘::iﬁg Leave Taken
CSLR - Volunteer Senvice Leave
DLRR - Donated Leave Rec {Lv Share)
DSRR - Victim of Disaster
From Monday 06/29/2020 to Sunday 07/05/2020 (@ ELPR - Educational Leave w/ Pay
" o e = = - - ELWR - Educaficnal Leave Pay Docking
on ue u Ti a un i
Total | EM3R - Emergency Service Volunteer *Taskgrou

6129 6130 M 712 713 714 715 ERLR - Org Recagnifion Leave group
FCSR - Flex Volunteer Service Ly
FSKR - Flex Sick Leave 40300CCOP
FVCR - Flex Vacation
HCSR - Holiday Straight Eamed
HMPR. - Holiday Pay Docking 40300CCORP
HOLR - Holiday
HOSR - Heoliday Siraight Pay Extra
LNPR - Pay Docking 40300CCOP
MELR - Military Bank Leave
MILK. - Military Leave
MIPR - Military Physical
| Save for Later | | Submit | | Apply Schedule EEEE - léﬂilit;w Leﬁive Diia:ter
- - - - Overtime Leave Taken
OCSR - Comp Leave Eamed

OTRR - Other Leave
‘ Reported Time Status | ‘ Summary ‘ | Exceplions ‘ ‘ Payable Time | PARR - Parental Leave

PERR - VSDP Personal Leave b
£ PHEDR . Publir Health Ermeroenm




@ Time Reporting Code Categories
y 4
TRCs fall into two major categories:

* Productive Time — Time spent on actual work activities (e.g., regular time (REG), overtime (OVT), etc.)

* Non-Productive Time — Time spent on non-work activities (e.g., vacation, holiday, sick, office closing, leave,
absence, etc.)

TRCs are key because they allow employees to report/track time (hours) for compensation and administrative purposes,
and act as an element of compensation to collect labor data in hours or amounts.

TRCs map to Payroll Earnings for reporting, distributions, allocation, and payments.

For agencies using Cardinal absence, non-productive time such as vacation and sick, are entered in a different section of
the Timesheet and display in the Timesheet grid. For agencies not using Cardinal absence, non-productive time is
entered in the Timesheet grid along with the productive time.

Time reported under the TRC REG (regular hours) for salaried employees is distributed across the employee’s regular
salary. Time entered using the TRC REG does not pay in addition to the base salary, even if the hours are over the
FLSA overtime threshold. To generate additional pay in addition to an employee’s regular salary, the appropriate
overtime paid or overtime earned TRC must be used.
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The Reported Time Status tab displays the status of time entered in the Timesheet. Reported time is the time and absences

%/ Reported Time Status Tab

recorded on the Timesheet.

Reported Time Siztus

5 O

Date

111820158

11182015

114202015

11621802015

112202015

Reported Time Status

Sumrnary || Exceptions || Payable Time

Reported Status Total TRC
Submitted B.00 REG
Submitted 2.00 REG
Submitted B.00  REG
Submitted B.00 REG
Submitted B.00  REG

Description

R=gular Hours

Fegqular Hours

Reqular Houwrs

R=gular Hours

Rieqular Houwrs

1-5 of 5[]

Add Comments
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,} Reported Time Statuses and Actions
/

The following table is a list of statuses for Reported Time and actions available based on grace periods and roles.

Status Code Next Status Description Agency <90 days >90 <365 >365
Type
Saved SV SB Time that has been entered, but |Online *Employee/Supervisor/Timekeeper/TL Admin  [*TL Admin Submit or Delete *TA Expired Grace Approver Close or Delete
not submitted for processing Submit or Delete *TA Expired Grace Approver Close or Delete
Saved SV NA IAbsence that has been entered, |AM "Employee/Supervisor/Timekeeper/TL Admin  [*TL Admin Submit or Cancel *AM Admin Approve or Void or Delete (must
but not submitted for approval Submit or Cancel “*AM Admin Approve or Void or Delete request PPS to override 1 year retro limit for
processing)
Saved SV NA [Time for interfacing employee Interfacing [|*TL Admin Submit or Delete/Cancel “TL Admin Submit or Delete/Cancel *TA Expired Grace Approver Close or Delete
that has been saved online but “TA Expired Grace Approver Close or Delete
not submitted for approval
[Submitted SB Time that has been reported and [Online No action needed No action needed No action needed
submitted for processing
Needs NA AP IAbsence that has been AM *Employee/Supervisor/Timekeeper/TL Admin  [TL Admin Cancel *AM Admin Approve or Void or Delete (must
Approval submitted and is pending Cancel *Supervisor Approve request PPS to override 1 year retro limit for
approval *Supervisor Approve *AM Admin Approve or Void or Delete processing)
Needs NA AP, CL [Time for interfacing employee Interfacing |*Supervisor Approve *Supervisor Approve (Must be done same day [*TA Expired Grace Approver Close or Delete
Approval that has been submitted online *TL Admin Delete las Submit)
and is pending approval “TL Admin Delete
“TA Expired Grace Approver Close or Delete
IApproved AP /Absence that has been approved |AM No action needed No action needed No action needed
/Approved AP Time for interfacing employee Interfacing |No action needed No action needed No action needed
that has been interfaced as
approved or submitted and
lapproved online
Closed CL Time closed by the TA Expired  [Online + No action needed No action needed No action needed
Grace Approver Interfacing

*Online agencies will only see Saved or Submitted for time entered on the Timesheet grid.

**Agencies using Absence Management will sece Needs Approval or Approved for absences.

Note: Interface agencies will generally only see Approved when time is interfaced.
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// Timesheet Page Layout — Exceptions Tab
/

The Exceptions tab provides a view of exceptions and related information, if any exist, after the Time Administration process
runs. Exceptions will be covered in more detail in Lesson 4 of this course.

Tab without Exception

Reporied Time Status Summany Exceptions Payable Time
Exceptions (D
5 Q 1-1 of 1[w]
Date Exception ID Exception Source Status Exception Severity

Update Exception

Tab with Exception

Report=d Time Status || Summary I Exﬂ'oﬂs I| Faysble Time

Exceptions (7

o 1-1 of 1[+]
Allow Date Exception ID Exception Source Status Excaption Severty Explanation Comment
Employes has not o
] DE25/2020 WOWTSCHW Tirme Administration Unresolwed Medium fulfilled their scheduled =
hours.

Update Exception




// Timesheet Layout Page — Payable Time Tab
/

The Payable Time tab provides a view of time after the Time Administration process has been run.

The Reported Time TRCs are updated to Payable Time TRCs in this view. It also displays a variety of statuses and, for
Exception Time Reporters, it shows the scheduled hours.

You can view Payable Time in full details by selecting the View Full Detail link in the Payable Time Viewing Option section.

| Reported Time Status H Summany || Absence || Exceplions | Payable Time

Payable Time Viewing Option

O By TRC and Status
0 By TRC, Status and Day
® Show In Detail View Full Detail

Payable Time &

B O 1-T of ?
Date TRC Descripiion TRC Type Payable Status~ Gluantity
112772019 RGSA Regular Eamings - Salaried Hours Salary Hold .00
112972019 RGS5A Reqular Earnings - Salaried Hours Salary Hold a.00
112672019 RGSA Regular Eamnings - Salaried Hours Salary Hold .00
1142572019 RGSA Reqular Earnings - Salaried Hours Salary Hold &.00
1162972018 HOL Haoliday Hours Distibuted .00
1162772019 HOL Haoliday Hours Distributed 4.00

11282019 HOL Holiday Hours Distributed .00




// Payable Time Statuses and Actions
/

The table below and on the next page provide a list of statuses for Payable Time and actions available based on grace

periods and roles.

Status Code Next Status Description Agency Type <90 days >90 <365 >365
Needs NA AP, VS, VH, [Time that has been processed by |Online “Supervisor Approve *TA Expired Grace Approver Approve *TA Expired Grace Approver Close or Delete
[Approval CH, CL, NP [Time Administration and is *TL Admin Delete Reported Time

pending approval *TA Expired Grace Approver Close or Delete
IApproved AP SP then TP  [Time that has been approved and |Online No action needed No action needed No action needed
ready for payroll/distribution
Estimated [ES SP then TP [Time that does not require Online + No action needed No action needed No action needed
approval and is ready for Interfacing
payroll/distribution
Overtime VH AP [Time for salaried employees Online No action needed No action needed No action needed
Hold subject to overtime lag that has
not yet been released for load to
payroll
Salary Hold |VS PD Time for salaried employees Online No action needed No action needed No action needed
included in base pay pending
distribution
No Pay NP Time does not require pay or Online + No action needed No action needed No action needed
distribution Interfacing
Rejected by [RP SP then TP [Time rejected by load to payroll  [Online + *Payroll Admin/TL Admin/SPO fix problem  [Payroll Admin/TL Admin/SPO fix problem and [*Nightly job will Close
Payroll or CL process Interfacing land reload time reload time
*TL Admin Close *TL Admin Close
Reversed RV [Time reversed by payroll Online + No action needed No action needed No action needed
Interfacing
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,} Payable Time Statuses and Actions (continued)
V4

Status Code Next Status Description <90 days >90 <365
Sent to SP TP or RP Time is in process of being Online + No action needed No action needed No action needed
Payroll loaded to payroll Interfacing
Taken by TP PD Time loaded to payroll pending |Online + No action needed No action needed No action needed
Payroll payroll processing Interfacing
Distributed [PD Time paid and/or distributed to  [Online + No action needed No action needed No action needed
General Ledger Interfacing
Closed CL [Time closed by distribution Online + No action needed No action needed No action needed
process, time rejected by payroll |Interfacing
closed by TL Admin, or time
closed by the TA Expired Grace
IApprover
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7 Leave/Compensatory Time Tab

P

V4

The Leave / Compensatory Time tab is only available for employees who use Cardinal Absence and are eligible for Comp or
Overtime Leave. This is only visible once the employee has a balance.

It includes the Plan Type, Plan, Recorded Balance, Minimum and Maximum Allowed hours and View Detail link. Click
the View Detail link to see more detailed information such as Expiration Date, Units Earned, and Units Taken.

e o SN 10, S YT e L WP, W P S S e N T W T O A

| Reported Time Status || Summary || Leave [ Compensatory Time H Absence || Exceptions || Payable Time |

Leave and Compensatory Time Balances (7

5 4 1-1 of 1
Plan Type Plan Recorded Balance Minimum Allowed Maximum Allowed View Detail
Comp Time COMP_LEAVE 21.00 0 1000 E

Ve N i e T e e U T N T W U A WP L IRV WS

Leave and Compensatory Time v
 Q 1-5 of 5[] View All

Plan Plan Description Unit Type Expiration Date Starting Balance Units Earned Units Taken End Balance Accrual Date

COMP_LEAVE Compensatory Leave Plan  Hours 120052020 19.000000 2.000000 0.000 21.000 12/05/2019

COMP_LEAVE Compensatory Leave Plan  Hours 12/04/2020 15.000000 1.000000 0.000 19.000 12/04/2019

COMP_LEAVE Compensatory Leave Plan  Hours 12/03/2020 16.000000 2.000000 0.000 15.000 120372019

COMP_LEAVE Compensatory Leave Plan  Hours 120212020 15.000000 1.000000 0.000 16.000 12/02/2019

COMP_LEAVE Compensatory Leave Plan  Hours 114252020 0.000000 15.000000 0.000 15.000 112572019
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% Non-Productive Time — Using Cardinal Absence

Agencies using Absence Management report most non-productive time through the use of the Absence tab for such things
as: vacation, sick, personal, etc. Once recorded in the Absence tab, it displays in the Timesheet grid.

These agencies will enter some non-productive time (leave) directly on the Timesheet for such things as office closing,
Compensatory Leave, and Overtime Leave.

,._/“\--1mﬂmﬁu‘“‘“—%ﬂ'\r“hw\u—ﬂrﬁMMWMW\MfMMﬁ%WWMMM

From Monday 12/09/2019 to Sunday 12/15/2019 &
Mon Tue Wed Thu Fri Sat Sun =
1219 1210 1211 12112 12113 12114 12115 Total | Time Reporting Code
2.00 2.00 | CCL - Compensatory Leave Taken
2.00 3.00 3.00 8.00 32.00 || REG - Regular Hours
6.00 6.00 VAC - Vacation
| Save for Later | | Submit
| Reported Time Status | | Summary | | Leave / Compensatory Time | | Absence | | Exceptions | | Payable Time
Absence Events (3
=
Absence Take | | Forecast Results 11
Select *Start Date End Date Absence Name Reason Duration #':l']te Details Status Approval Monitor
121372019 1212019 ‘Vacation Vacation 6.00 Hours Details Needs Approval Approval Monitor




#/ Non-Productive Time - Not Using Cardinal Absence
/

Agencies not using Absence Management will report all non-productive TRCs directly in the Timesheet grid.

New Window | Help 3

Timesheet

>

ADMR - Civil Leave
ALIR - Annual Leave Incentive
Employee ID EMOR - Bone MarrowsOrgan Donations
_ Empl Record 0 CALHP - Called Out Hours {Paid)
General Admin SupyiCoord | Time Reporting Type  Posiive CCLR - Compensatory Leave Taken
CLOR - Office Closin
Earliest Change Date 111072019 CSLR - Volunteer 5.32,1[;.3 Leave
DLRR - Donated Leave Rec (Lv Share)
Select Another Timeshest DSKF - Converted Disability Credits
DSRR - Victim of Disasfer
*View By | Week ﬂ Previous Week  Next Week ELPRE - Educafional Leave w/ Pay
" ELWR - Educafional Leave Pay Docking
*Date | 1210202013 EMSRE - Emergency Service Volunteer
ERLR - Crg Recognition Leave
FCSR - Flex Volunteer Service Lv
FSKR - Flex Sick Leave
FVCR - Flex Yacation

From Monday 12/02/2019 to Sunday 12/08/2019 @ HCSR. - Hnl?da\,r Straight E_arned
Mon Tue Wed Thu Fri Sat Sun '5 HNPR - Holiday Pay Docking

Actlions =

Scheduled Hours 4000 Reported Hours 40,00

Total Time Reporting Code *Taskg HOLR - Holiday
122 1213 1214 12/5 12/6 1217 1213
HOSR - Holiday Sfraight Pay Extra
LMPR - Pay Docking
X LTDE: - VSDP Long Term Disability

P MELR - Military Bank Leave
8.00 8.00§ VACR - Vacation v 203000( MILR - Military Leave

8.00 8.00 .00 8.00 32.00§ REG - Regular Hours | 20300C

MIPR - Military Physical

MLDR. - Military Leave Disaster

OCLR - Overtime Leave Taken (¥
OCSE - Comp Leave Eamed

Save for Later Submit
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/) Admin only TRCs
y 4

When you sign in and access an employee’s Timesheet, there are some TRCs that are only available for Admins. TL

Administrators are the only ones who can enter these specific codes on the Timesheet.

Some examples include:

« CCA -Comp Time Leave Adjust

« CCD -Comp Time Leave Deduction
« CPO - Comp Time Leave Payout

« OCA - Overtime Leave Adjust

« OCD - Overtime Leave Deduction

« OPO - Overtime Leave Payout

CALHP - Called Oui Hours (Pai
CC0A - Comp Time Leawe Adjust
220 - Cornp Tirme Lesve Deduction

CCL - Compensatory Leave Taken
CLO - Oiffice Closing _

HCS - Holidsy Straight Earned
HMPHM - Haliday Pay Cocking
HOLM - Holiday

HZS - Holiday Straipht Pay Exira

||EIEA- Chvertime Leave Adjust
QLD - Cwerdime Lesws Deduclion
QCL - Overtime Leave Taken
QCS - Comp Lesve Earmed

QCT - Ceertime Laawve Earnsd
QMNCHE - On-Call Hours (Earn)

OMCHP - On-Call Hours (Paid

WS - OT (@ Straight Time
OWT - OT @ Time and Half
REG - Regular Hours
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Monitoring and Reviewing Time Entry Data
(Pages, Reports, and Queries) Overview
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/) Reviewing Time
y 4

In addition to viewing time and absences directly on the employee Timesheets, Administrators have access to a variety of
reports and queries to assist with reviewing time for the population of employees for which they provide time administration
oversight.

Primary reports:

 Timesheet Schedule Exception and Overtime Review

« Timesheet Report

Primary queries:
* Time Entry Approval Audit Query
« Time Reporting Exceptions

Note: See the Cardinal HCM Time & Attendance Reports Catalog for more details about these reports and queries. lItis
located on the Cardinal website under Resources.
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» Timesheet Schedule Exception and Overtime Review
“" Report — Section One

This report has two sections:
Section 1:

The first section will look at the time period that the report user has entered and retrieve any Overtime Time Reporting Codes.
You can navigate to this report using the following path:

Menu > Time and Labor > Reports > Timesheet Exception Report

Commonwealth of Virginia

TIMESHEET SCEEDULE EXCEPTION AND OVERTIME REVIEW Fun Date: 12/17/2020
Report ID: RTAOZ4 Orrertime Review Fun Time: 0&6:12 00

Page Ho. 1 of 3
Businesa Unit: 40300
From Pay Period End Date: 11/25/2019
To Pay Period End Date: 1272472019
Reporte To: GIFTAOOT : BU_40300_MGE, TRAINIRG
Empl Type: E
All employess
Submitted Time

Date Reports To

Qocurred  Department Description Position Emplid/Record HNams PAYGRP Position Hams TRC IEC Description Hours
12/02/2019 11000 Bdministraticn GIFTAOOB EL3 GIFTAOOT BU_40300_MGR, TRAININ  OCIA Overtime Leave Earnsd L.oo
12/02/2018 11000 Bdministraticn GIFTROOB EL3 GIFTAOOT BU_40300_MGR, TRAININ  OCHAR Owvertime Leave 0.5 0.50
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Section 2:

» Timesheet Schedule Exception and Overtime Review
Report — Section Two

The second section will look at the TRCs processed for an employee and if the total productive time and the non-productive
time is greater to or less than their scheduled number of hours for the pay period.

Commonwealth of Virginia

TIMESHEET SCHEDULE EXCEPTION AND OVERTIME REVIEW Fun Date: 12/14/2020
Report ID: RTAO24 Deviaticon from Scheduled Hours Run Time: 11:25 00
Page NMo. 2 of 2

Businesa Unit: 40300
From Pay Period End Date: 11/1&/2020
To Pay Period End Date: 12/18/2020
Reports To: GIFTROOT : BU 40300 MCR, TRRINING
Empl Type: =
Employ=es with wariance only
Submitted Time

Total

Eeg Prod &

Non-Prod Total

Reports To Reported Scheduled Prod OT Hours

Department Description Emplid/Record DPositicn Hame PAYGRP Position  Name Hours Hours Variance Hours Reported
11000 Adminiatration GIFTAOLOD EM1 GIFTROOT BUO 40300 MGR, TRAINING 20.00 0.00 -Z0.00 0.00 Z0.00
11000 Adminiatration GIFTAROOE EL3 GIFTROOT BU_40300_MGR, TRATNING 20.00 88.00 &3.00 0.00 Z0.00
11000 Adminiatration GIFTAOOS EL3 GIFTROO7 BUO 40300 _M3R, TRATNING 0.00 350.00 360,00 0.00 0.00
11000 Adminiatration GIFTAOL3 EM1 GIFTROO7 BUO_40300_MGR, TRAINING 0.00 88.00 8a.00 0.00 0.00
Total for 11000 0.00 S36.00 535.00 0.00 0.00
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/p/ Timesheet Report
}/
/

The Timesheet report summarizes the number of hours by
ChartField distribution by day. This report is used mostly
by supervisors and administrators and provides quite a bit
of information such as:

» A record of time reported for a pay period for an
employee

» Insufficient hours/incomplete Timesheets

*  Whether the Timesheet was submitted or approved

* Reported hours by Time Reporting Codes (TRCs) and
ChartField distribution of Timesheet entries by day

» Approvers and delegation proxy (if applicable)
responsible for approval

* Productive and non-productive hours pending approval

You can navigate to this report using the following path:
Menu > Time and Labor > Reports > Timesheet Report
Note: See the Cardinal HCM Time & Attendance Reports
Catalog for more information about this report and how to

use the various options to help you get the information you
need.

*Business Unit

Timesheet Report

Run Control ID  05PY0705

Employee Type

® Salaried
O Hourly

Select Pay Period End Date or From/To Date

Pay Period End Date Q
OR

From Date

Thru Date

Show All Statuses

[0 Action Required Only

Time Reporting Code (Optional)

H Q
Time Reporting Code

1

| Bave || Retum tno Search | Mofifir I

Report Manager

Employeas to Process

Process Monitor

Reports To Position Number Q

OR
Empl 1D
OR

Department

OR

Project
OR

Cost Center

Depariment CF

Q

Q

O Mode Only

| View a1

11 of 1[v]

Add

Run

lindatelDignlay




%/ Timesheet Report
/

This is a sample of a portion of the Timesheet Report and does not reflect all the fields that are available on this report.
example it was run to show any Timesheets with action required for a specific supervisor. You can see a variety of
information that can be helpful to you as you review time.

One key field is the Payable Time Status field indicates whether the time has been approved or not. A status of NA means

the time has not approved.

40300 : Dept of Game & Inland Fish
_|Pay Period From Date: 24-DEC-2019

5_
6
7_
8
9

10

1
12|

Business Unit:

Pay Period To Date: 24-DEC-2019

Salaried

All statuses that need action

_|Reports to Pasition: GIFTAQ07 : BU_40300_MGR, TRAINING

TRC :
Reported Payable
Reports  |Employee Time TRC TRC Reported
Pay Period Retro To Position Workgrou Reporting Reported Descripti |Payable  Descripti Time Payable Time
3 |[End Date | Daily Date  Flag Position # Number P Type TRC on TRC on Last User Proxy Status | Status

24-Dec-19 10-Dec-19 GIFTAQO7 GIFTAQO8 | SNLFO71P¢ Positive  REG Regular Hc RGSA Regular Ea 8 0V _TL_ADN SB NA
24-Dec-19 10-Dec-19 GIFTAQ07 GIFTAQO8 |SNLFO71P¢ Positive | REG Regular Hc RGSA Regular Ea -8 0V _TL_ADMN Al NA
24-Dec-19 11-Dec-19 GIFTAQ07 |GIFTADO8 |SNLFO71P¢ Positive  REG Regular Hc RGSA Regular Ea 8 0 V_TL_ADN SB NA
24-Dec-19 11-Dec-19 GIFTAQ07 |GIFTAOO8 |SNLFO71P¢ Positive  REG Regular Hc RGSA Regular Ea -8 0 V_TL_ADN Al NA
24-Dec-19 12-Dec-19 GIFTAQO7 GIFTAQO8 | SNLFO71P¢ Positive  REG Regular Hc RGSA Regular Ea 8 0 V_TL_ADN SB NA
24-Dec-19 12-Dec-19 GIFTAQO7 GIFTAQO8 | SNLFO71P¢ Positive | REG Regular Hc RGSA Regular Ea -8 0V _TL_ADMN Al NA

24-Dec-18., A3-Decelfa o . p QIRTAONTGIETAQDS. . ISNLERYIR( Basitive  CObm os™Comuanza CCLA. WMM




/) Time Entry Approval Audit Query
y 4

The Time Entry Approval Audit query provides the current approval status and approval information as applicable for time
submitted within the specified parameters.

You can navigate to their query using the following path:

Menu > Reporting Tools > Query > Query Viewer >V_TA_TIME_APPROVAL_AUDIT
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/,) Time Review - Interfacing Time
y 4

In Cardinal, only approved time will be sent to payroll for processing. Interfaced time is considered approved in the source
system and will not require additional approval in Cardinal unless any changes have been made online directly in Cardinal.

Interfacing agencies will need to monitor error transactions daily and ensure online adjustments are approved.
There are two primary error reports:

« Time Entry Upload Error Report — Displays errors that occurred during the time entry upload process. The error report
will show both file level and transaction level errors

« Absence Upload Error Report — Displays all errors and error messages generated during the Absence Data upload
process. This report is used by interfacing agencies to view Absence Data upload errors created when loading data from
agency systems into Cardinal

For more information on reviewing and troubleshooting interfaced time files, see the Job Aid titled TA372 Interface
Administration. This Job Aid is located on the Cardinal website in Job Aids under Learning.
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#/ Time Entry Upload Review
V4

The Time Entry Upload Review page is used by Agencies to cancel the transactions in the file if the total error percentage in

the file is more than the error threshold and also to correct the error transactions and re-submit for loading the data into the
reported timetable.

You can navigate to this page using the following path:

Menu > Cardinal Interfaces > TA Interfaces > Time Entry Upload Review

Commonwealth of Virginia
——t TIME ENTRY TPLOAD ERROR REPCRT
CLiaseT M rldn L

Report ID: RTATET

Run Date: 12/15/2020
Fun Time: 0%:06 00

EUSINEEE UNIT: 21500 - Uniwversity of Mary Washington Page No. 1 of 1
FRCM DATE : 07-AUG-2020 FILE HAME: 21500 _TATS5&_IN_ 02072020 1533 001.DAT
TO DATE : 07-AUG-2020
EMPLID EMP NIME BOS DOSITION POSITION TITLE CREATE DATE TRC TL LINE EREOR MESSAGE
RCD OHIT HUMBER DATE QUANTITY ID
02TA1403, TAEEDOL 21500 UMWTAQOE Gen Admin Manager I 08/07/2020 12/07/201% HOSR 9 4 HOSR - Quantity exceeds TRC limits
02TA1403, TREEQOL 21500 UMWTAODDE Gen Admin Manager I o8/07/2020 12/07/201% WACR 9 k3 36 - More than 24 hours reported

drwrdwwsss END OF ERRCREE FOR 21500 _TATS6_IN 03072020 1523 001 .DAT *#wwwswssw

HOTE: CUMMARY TOTALS ARE ONLY DISPLAYED WHEN THE REEPCORT IS RUN FOR A SUBMITTING BUSINESS UNIT




// Absence Data Upload Error Report
V4

The Absence Data Upload Error Report is used by interfacing agencies to view Absence Data upload errors created when

loading data from agency systems into Cardinal. These errors will need to be reviewed, corrected and uploaded back into
Cardinal.

You can navigate to this report using the following path:

Menu > Global Payroll & Absence Mgmt > Absence and Payroll Processing > Reports > Absence Data Upload Error

Commonwealth of Virginia
———l

CrOA BT N L ABSENCE DATE UPLOAD ERROR REPORT Fun Date: 1271572020
Report ID: RTRET4 Fun Time: 0%:13 00
Interfacing Business Unit: 19400 Department of Gensral Efervices Page No. 1 of 1

Uplocaded Date Range: 0B/13/2020 To 08/13/2020

File Name: 15400_TAT58_IN_0B132020_0920_001.DAT
Uplcad Run Date: 08/13/2020

Absence Abhaence Abzence Error

Businsas Take Aheence Begin End Aheence Field
Emoloves ID Unit Element Reazson Date Date Duration HEEE Error Descripticn

19400 WCP TAKE ELEM WCL 12/17/201% 12/17/2019 2 RBEENCE RERSON Absence Reascn is inwalid

19400 WCS TAKE ELEM WCL 121772019 12/17/2019 2 RBEENCE RERSON Absence Reascn is inwalid
Total number of rows submitted kL Total number of Absence hours submitted 96
Total number of rowe with Errors 2 Total number of Abssnce hours with errcors =
Total numbsr of rows successfully Processed 34 Total number of Absence hours lcaded successfully 92
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}) Lesson Checkpoint
/

-

1. True or False. Time Reporting Codes are important and must be accurate

because they map to Payroll Earnings for reporting, distributions, allocation, and
payments.

N (

2. True or False. There are some TRCs that can only be entered by the TL Admin
role.

AN

3. True or False. In Cardinal, all time, whether submitted or approved, is sent to
Payroll for processing.
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;) Lesson Summary
/

‘ Managing and Reviewing Time & Attendance Data

In this lesson, you learned:

* An Overview of the TA Capture Process

* The Role of the TL Administrator (TA Capture Process)
« An Overview of the Time Reporter Types

« An Overview of the Timesheet Summary Page

« An Overview of the Timesheet Page

* How to Monitor and Review Time Entry Data (Pages, Reports, and Queries) Overview
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Lesson
Y

n Resolving Exceptions

This lesson covers:

* Overview of the Time Administration Process

* Overview of the TA Approval and Processing Process

* Role of the TL Admin during TA Approval and Processing
» Identifying and Resolving Exceptions

* Making Timesheet Adjustments

* Monitoring Approvals and Troubleshooting Issues
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/,) Time Administration Process
y 4

Once time is submitted online or interfaced to Cardinal, hours are processed by Time Administration, which is an automated
batch process that will run multiple times each day.

Time Administration does the following:

« Validates reported time against time reporting rules

» Generates exceptions (low, medium, high) against the reported time

» Generates Payable Time for the Exception Time Reporter based on Work Schedule and Reported Time on the Timesheet
» Generates Payable Time for the Positive Time Reporter based on Reported Time on the Timesheet

* Generates Holiday Payable Time (if applicable)

* Generates Shift Payable Time (if applicable)

* Generates a Pending Approval item to the Time & Labor Supervisor (Reports To position) when approval is required
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@ TA Approval and Processing
V4

The Time & Attendance Approval and Processing business process includes the steps necessary to approve time and
absence information reported by employees/timekeepers, perform the necessary calculations, prepare the data for payroll
integration, the allocation of labor costs, and other downstream systems/processes.

The Time & Attendance Approval and Processing business process includes the following three sub-processes:
* Administer Time Processing
« Administer Absence Processing

* Administer Delegation

In Cardinal, only approved time will be sent to Payroll for processing. Interfaced time will be considered approved in the
source system and will not require additional approval in Cardinal unless any changes have been made.
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y Time & Attendance Approval Processing
V4

14.1 Manage
Time Entry

Online Cardina
Agency?

No

Interface
Errors/Online

15.1.2 Run
Time
Administration
Process

15.1.1
Approve Reported
Time Adjustments

&

nline Carding
Agency?

Exceptions
Identified?

Yes

v

15.1.3
Manage
Exceptions

High
Exception?

Allow
Exception?

Y e

15.1.4
Review Payable
Time
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ayable Time Yes— | A r;fgﬁi able
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» Administer Absence Processing
V4
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/) TL Administrator Key Activities During Time Approval and

Processing

The TL Administrator responsibilities include:

Answering questions and resolving issues for Timesheet users and approvers

Reviewing Timesheets for completeness and accuracy and ensuring exceptions are resolved or allowed appropriately
Confirming time requiring approval has been approved by the time approval deadline

Ensuring time entry upload interface data has loaded successfully and errors have been resolved by pay period end

Other responsibilities which may include sending communications or reminders regarding Timesheet deadlines or other
business processes, as determined by the agency

Remember that only the TL Supervisor set up as the Reports To approver for an employee can approve the time.

Note: Interfacing agency TL Administrators may also have the role of TL Supervisor and be set up as the Reports To position
for approving online adjustments.
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s/ Exceptions
2 exce

After the Time Administration process completes, the following exception scenarios may occur:
* No exceptions: Submitted time becomes payable time with no exceptions. No action is required
* Low or medium severity exceptions: Submitted time becomes payable time with low or medium exceptions

* High severity exceptions: Submitted time does not become payable time with a high severity exception. Once
corrected, Time Administration will clear the exception and time becomes payable time. High severity exceptions must be
addressed for employees to be paid correctly

While the TL Supervisor is responsible for ensuring that all exceptions are resolved or allowable, before approving the time,
the TL Administrator should review exceptions to make sure, at a minimum, no high exceptions exist before time is
loaded/distributed by payroll and that supervisors are allowing exceptions for valid scenarios.
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;) Timesheet Exception Examples
/

See the table below for some examples of Timesheet Exceptions.

Exception Description Message Severity
Callout Minimum Callout has a daily minimum guarantee. Reported hours are less Low
Guarantee than the minimum guarantee hours and need to be increased. The

minimum guarantee is Company specific
OVS Required — Limit Straight Time Overtime is required because Regular worked hours | Medium
exceeded exceeds the Period Threshold Limit
Invalid RE4 for Period Maintain Time Reporter Data — Rule Element 4 value is invalid for | Medium
the Workgroup
More than 24 hours The combined number of hours reported for a single date exceeds | High
reported 24. Review and correct the reported time as necessary
Quantity exceeds TRC The quantity reported is outside the limits specified by the High
limits Minimum and Maximum quantity on the TRC table
Invalid Pay Status — Payroll will not process any TL detail when Job HR Status is High
Inactive Inactive. Either:
- Remove Timesheet detail
- Update Job Data because HR Status is incorrect

For a detailed list of all exceptions, see the Job Aid titled TA Exceptions. This Job Aid is located on the Cardinal website in

Job Aids under Learning.
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V4

7 Timesheet Reporting Exceptions Query

The Timesheet Reporting Exceptions query allows you to view exceptions for a group. You can navigate to the Time
Reporting Exceptions query using the following path:

Menu > Reporting Tools > Query > Query Viewer > V_TA_TIME_REPORTING_EXCEPTIONS

Enter any combination of the search criteria values to retrieve the results for the desired period. Results are returned based
on the criteria and the format selected on the Query Viewer page.

V_TA_TIME_REPORTING_EXCEPTIONS - Time Reporting Exceptions

Business Unit (40300 |
Location Q
Dept 1D (11000 Q
Exception From DUR [11/10/2012 E
Exception Through DUR [12/08/2012 E

| View Results |

Diownload results in ©  Excel SpreadSheet C3V TextFile XML File (8 kb)

View All First 1-8 of 8 Last
Rowr Name Empl ID RET:?IId Posifion  Unit Location D;:lpt Workgroup DUR Severity Status  ExceptionID Description D!:if.l Dh;:f?_ Msg Datad thifi [;.;::5 Action DateTime

1 0 GIFTAQOE 40300 HQ100 11000 SMLFOTIPG 11/2172018 M Unresohed VOTLTLMT OWT prior to FLSA Limit 32 40 ::J;igg:g_ GIF ;1?:;!;;.2:.?

2 0 GIFTAQOE 40300 HQ100 11000 SMLFOTIPG 12/0572018 M Unresohed VOTGTLMT E::L Slaquind _F1 54 48 40 :;ﬁ:gg:g_ GIF ngzzigi?

3 0 GIFTAQDE 40300 HQ100 11000 SMLFOT1PG 11/2872010 M Unresohed VOTGTLMT E::L Required - FLSA 58 40 ::;gsg:g' GIF qz;gz'ziﬁi?

4 0 GIFTAQDE 40300 HQ100 11000 SMNLFOT1PG 12/0672018 M Unresohed VOTGTLMT E::L Sequind_FLSA 43 40 :;i:gg:g' GIF 12;22'252?

5 0 GIFTAQ10 40300 HQ100 11000 SMRPOTIES 111372018 M Unresohved VOTLTLMT OWT prior to FLSA Limit 3 40 ::;Eizg:g- GIF E?rlgigiﬂm

i} 0 GIFTAQ10 40300 HQ100 11000 SMNRPOTIEG 111182018 M Unresohved VOTLTLMT OWT prior to FLSA Limit 3 40 :::J;?jgg}g_ GIF ?;&rlgggﬁﬂm
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# Viewing Exceptions — Timesheet Summary Page
/

In addition to reports, exceptions can also be viewed on the Timesheet page. When you access the Timesheet Summary
page, the Exception column displays an alarm clock icon next to any employee that has an exception(s) for the time period
entered in the Change View section. Click the Last Name link of the employee to see more details.

Change View
*View By | Wesk B Show Schedule Information
Date | 1111872019 o Previous Week Mext Week
Employees For TRAINING BU_40300_MGR, Totals From 11/12/2019 - 11/24/2019
B O 1-6 of B[]
Time Summary | | Demographics 113
Last Name First Name Employee ID Empl ReportzdjiggHours to he Scheduled Exception Reported A rn:le?g Denied Hours
ploye Record Hours Approved Hours s Absence FSIJU bmitted

0 11.00 0.00 40.00 11.00 0.00
0 41.00 0.00 40.00 & 41.00 0.00
0 0.00 0.00 40.00 0.00 0.00
0 40.00 0.00 165.00 40.00 0.00
0 0.00 0.00 40.00 0.00 0.00
1 0.00 0.00 24.00 0.00 0.00
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#/ Viewing Exceptions — Timesheet Page
/

Once you access the Timesheet page, an alarm clock icon(s) displays on the Reported Time Status tab under the
Exception column. To see details about the exception, click the icon or click the Exceptions tab.

Note: Clicking the icon open the Exceptions tab.

Reported Time Status | | Summary | | Abzence | | Exceplions | | Payable Time |

Reported Time Status

= Q 1-5 of 6]
Date Reported Status Total TRC Description Sched Hrs | Add Comments Exception
11132019 Submitied .00 REG Reqular Hours 4.00 0o
11192019 Submitted 200 REG Feqular Hours a.00 -
112042019 Submitted 3.00 REG Regular Hours 5.00 -
112172019 Submitied 200 OVT OT (@ Time and Half &.00 o &
11/21/2019 Submitted 300 REG Fegqular Hours 8.00 o &
112272019 Submitied 7.00 REG Reqular Hours 4.00 -
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s/ Viewing Exceptions - Timesheet Page (continued)

The Exceptions tab displays the following fields: Date, Exception ID, Exception Source, Status, Exception Severity,
Explanation and Comment. If the exception should be allowed, enter an explanation in the Comment field and click the
Update Exception button to save the comment. In this example, the exception should be corrected.

MWM«MN WMmMANMW\#WﬁM B STV NP e WP

sun Mon Tue wed Thu Fri sat i .
11/28 11129 1130 1211 1212 1213 1214 flotaliImEtReportinglCode Taskgroup
400 4.00 OVT-OT @ Time and Half 26200CCOP
8.00 8.00 8.00 8.00 32.00 REG - Regular Hours 26200CCOP
Reported Time Status Summary Exceptions Payable Time
Exceptions @
5 Q
-
Allow Date Exception ID Exception Source Status Exception Severity  Explanation Comment
OVT reported - Worked Total 32 has not
O 11302021 VOTLTLMT Time Administration Unresolved Medium exceeded FLSA Limit 40 for Period
11/28/2021-12/04/2021 and Company ARS
Select All Deselect All
Update Exception |
Al

To see the full list of exceptions, see the Job Aid titled TA Exceptions. This Job Aid is located on the Cardinal website in
Job Aids under Learning.
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@ Timesheet Adjustments
y 4

As a result of Timesheet review, an item may require adjustment such as:

« Correcting an exception identified by Time Administration

« Correcting a TRC entered incorrectly

» Updating the number of hours (e.g., for a specific TRC, charged to a ChartField distribution)

» Changing a ChartField distribution

Employees, Timekeepers, and Managers can enter Timesheet adjustments up to 90 days in the past in the current fiscal year.
TL Administrators can go back 365 days to make adjustments.
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/,) Timesheet Adjustments — (continued)
y 4

Even when time has been processed by Time Administration, the Timesheet can be adjusted.
For example:

* The Timesheet may need to be updated for distribution (e.g., time was charged to the wrong department or more hours
were charged to regular (REG) time than allowed in the pay period)

« There is an exception and time entered on the Timesheet needs to be adjusted
To adjust the Timesheet:

« Select the week for which the changes are to be made
* (o to the appropriate section on the Timesheet

* Make the necessary update(s)

* Resubmit the time for processing

Note: If hours need to be adjusted (up or down) do not enter a negative number. Delete the incorrect number and enter the
correct number and resubmit the time for processing. If the time was previously approved, Cardinal will generate the offset
hours for approval.

For detailed steps about how to update a ChartField distribution, see the Job Aid titled TA371 Entering ChartField Details on
the Timesheet. This Job Aid is located on the Cardinal website in Job Aids under Learning.
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@ Monitor Time Approval
V4

Since only approved time loads to payroll, it is important to complete the TA processes for the pay period. While TL
Administrators cannot approve time, you can monitor that time is being approved by the TL Supervisor, with the Approver
role, and follow up with reminders.

When approved time is not submitted by the pay period deadline, salaried distributions will not be calculated correctly. If
overtime is not approved by the end of the overtime lag period, it will not be paid. For hourly employees, failure to approve
Timesheets results in no paycheck for the pay period.

Online Agencies

Most time will require approval. However, some employees may have scheduled and uncompensated overtime set up to not
require approval.

Note: If the Reports To Position is vacant/inactive, then approval will go to the Report To Position Manager.

Interfacing Agencies

Time is interfaced as approved Reported Time. Therefore, the only time requiring approval is time entered or adjusted online.
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@ Update TA Status and ECD
y 4

The Update TA Status and ECD (Earliest Change Date) page allows the TA process to retroactively process an employee’s
Timesheet back to the date entered. This functionality is useful when Reports To/TL Supervisors are reassigned and
Timesheets need to be re-routed to new supervisors/approvers.

To navigate to the Update TA Status and ECD page, use the following path:
Menu > Time and Labor > Process Time > Update TA Status and ECD

The Update TA Status and ECD page displays. If a retroactive change is required that has not processed, update the
Earliest Change Date field by doing the following:

1. Inthe *TA Status drop down field, select Up For Processing
2. Click the Save button

N e T e VPRI J‘HMMWMHWWMWI”“\

-r'\
Time Reporters (7)

nQ

E:::Eﬂ Change LA Status Last Updated Last Processed User D

In Process
Mot Up For Processing

Last Mame First Name Employee ID Empl Record

—

0 |oz7mozo W] |

12022020 1:28:40PM 1210272020 1:32:40FM

| Save || Notify |

PO
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;) Trouble Shooting Issues
/

The table below provides some examples of issues that a TL Administrator may be asked to troubleshoot along with some
potential steps/options to help resolve them.

Issue Things to Research

Employee is missing compensatory hours that were « Check to see if the employee entered the hours

earned entered when they were earned

» Determine if a comp time adjustment needs to be
entered (this should be rare — ex: did not receive
converted hours, agency specific exceptions)

Supervisor unable to approve time » Verify there are no exceptions for the time

« Check the Reports To information on job data

« Make sure there are not 2 active employees in the
same supervisor position

* User security permission

Employee/Timekeeper does not have a TRC option for the | «  Verify the employee is in the correct workgroup and

type of time that needs to be entered the appropriate comp plan that gives access to the
TRC

« Check job data information to confirm employee
information is accurate (if not work with the TL
Employee Setup Admin to correct)

Employees time has not been approved and the Reports | Work with the Delegation Administrator to move the
To is out of office and time needs to be approved based worklist to another approver
on Payroll processing dates




/y Pay Docking (LNP)

Pay Docking (LNP) is entered on the timesheet but will not be loaded into the paysheets through the Time and Labor Load.
Payroll Administrators will calculate the amount to be docked and then enter the transaction in SPOT. There are two key
reports to identify employees who are in a situation that would lead to pay dock:

* Dock Unpaid Absences Report: list of all employees with LNP on the timesheet

* Ineligible Forecasted Absence Events Report: list of all employees that may go into a pay docking situation
When using the Dock Unpaid Absences Report, it is recommended that Payroll Administrators run the report twice to
validate employees are docked appropriately.

» First time (before final pay calc)

— Run and save the report
— Dock the employees as appropriate after reaching out to the TL/AM Administrator

+ Second time (after the Timesheet due date)
— Run and save the report
— Compare the two versions of the report to identify deltas
— Review pay dock SPOT transactions to verify the employee(s) were paid accurately
— If not, make the additional adjustments in SPOT for the next pay period




/,) Docking Unpaid Absences Report
y

This report will retrieve a list of employees with processed unpaid absences in order to review dock pay for appropriate
salaried employees in Cardinal. Unpaid Absences can either be from Absence Management (for example LNP — Pay

Docking) or TL Payable Time (for example Holiday Unpaid) where Cardinal is the leave system of record or all from TL
Payable Time where Agency has an external leave system of record.

Navigate to this report using the following path: Menu > Time and Labor > Reports > Docking Unpaid Absences Report

& B 13 o] E F [c] H J |4 L, FA T [u] F ] 5] I
Docking Unpaid Absences

Business Unit:
Departrnent:
Ernplid:
Calendar Group:

S| o) 00| | 0| 1| = L) ) =

Marne Ernplid EMFL_RC |POS WU [BUSIMESS_UMI[DEFTID [PAYGROUP [PAY BEGINDT [PAYENDDT |DUR TRC [DESCRIFTICN CUANTIT |STATUS |FROZEWDATE |FROZEMFLAG [FORECAST WALLE WORKGROUP

When using the Docking Unpaid Absences Report, it is recommended that the TL Administrator run the report twice to
validate employees are docked appropriately.
» First time (before final pay calc)

— Run and save the report

— Reach out to employees as appropriate to update Timesheets

« Second time (after the Timesheet due date)
— Run and save the report
— Compare the two versions of the report to identify deltas
—  The Payroll Administrator will review pay dock SPOT transactions to verify employees have been paid accurately

— If not, the Payroll Administrator will make the additional adjustments in SPOT for the next pay period 101



;) Lesson Checkpoint
/

4 )
1. This level of exception will not create Payable Time.
a. Low
b. Medium
c. High

N (
AN

2. True or False. To make an adjustment on the Timesheet, enter a negative number
to decrease hours previously entered.

3. True or False. While the TL Supervisor is responsible for ensuring that all
exceptions are addressed (resolved or allowed), the TL Administrator should
review exceptions to verify, at a minimum, no high exceptions exist before time is
loaded/distributed by payroll.
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;) Lesson Checkpoint
/

(" )

4. If an employee's time has not been approved and the Reports To is out of the office
unexpectedly, you should work with which role to assist you in getting the time approved.
a. Payroll Administrator
b. Absence Management Administrator
\_ c. Delegation Administrator )
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;) Lesson Summary
/

n Resolving Exceptions

In this lesson, you learned:

* An Overview of the TA Approval and Processing Process
* Role of the TL Admin during TA Approval and Processing
« Time Administration Process

* How to Identify and Resolve Exceptions

* How to Make Timesheet Adjustments

 How to Monitor Approvals and Troubleshoot Issues
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Lesson
Y

‘ Audit and Validate Timesheets / Load Time Process

This lesson covers:

 Audit and Validate Timesheets

e Load Time and Labor Process
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/,) Payroll Integration and Cost Allocation
y 4

The Payroll Integration and Cost Allocation business process sends time data to Payroll for paycheck generation, uses the
paycheck information to distribute earnings, and transmits direct costs to Cardinal FIN in order to facilitate cost allocations.

The Payroll Integration and Cost Allocation business process includes the following sub-processes:
* Integration between Cardinal Time & Attendance and Payroll

«  Cost Allocation of Time after Payroll
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/;/ Integration between Cardinal Time & Attendance and
7 Payroll

15.0 Time and
Attendance 1:";'5';:::" Hm.lf . 7.0 Process
Appﬁjrg:;l;nd | | Conwversion fo : Ti‘I:II'II-IE a:d Fayroll
; Payrol Labor Prooess
Process

Rejecied?

Yes

4

16.1.3
SPO Acts to
Resohwe
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/,) Load Time and Labor Process — Salaried
y 4

The load time and labor process loads approved payable time and absences into Payroll for processing. Limited additional
earnings (e.g., shift differential) are coming through the Timesheet and others will be entered in SPOT. What this process
does will vary based on the type of employee.

Salaried employees

« Salary pay is automatically generated by Payroll. Any regular hours entered in TA are not sent to Payroll. These hours are
used for cost allocation of salary.

* Overtime and related shift differential will be held in Payable Time and not interface to Payroll until the FLSA period is more
than 14 days in the past, causing all salaried overtime and shift differential to be paid in a lag. Any overtime and premium
transactions not entered/approved prior to payroll certification date are sent as prior period adjustments during the next
payroll run.

For examples of how the lag process works, see the Job Aid titled TA372 Overtime Lag Overview. This Job Aid is located on

the Cardinal website in Job Aids under Learning. 108



%/ Load Time and Labor Process — Hourly Employees
y 4

Hourly (wage) employees

» All payable hours (e.g., regular, overtime, and premiums) are loaded from TA. The process gathers approved regular,
overtime and premium hours for hourly employees after time reporting and approval for the period that has been completed
since hourly employees are paid on a lag.

« Any delayed transactions will be sent to the Payroll module as prior period adjustments during subsequent payroll runs.

The TL Administrator may need to adjust Timesheets, verify time is approved and even make updates at the request of
SPO.
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;) Load Time and Labor Process (continued)
/

It is important that the TL Administrator and Absence Administrator review reports to ensure that time and absences are

approved and can be picked up by the load time and labor process.

There may be times when the TL Administrator or Absence Administrator communicates the need for one time changes that
need to be made by Payroll using the Single-Use Online Payroll Tool (SPOT) to be processed for an employee (e.g., pay

docking, short term disability, leave payout).

Time/Absence

* Run reports to ensure time and
absences are ready for payroll
processing (make updates as

appropriate)
Communicate one time changes
that need to be made in Payroll

Payroll

Communicate with TA and AM
about time or absence issues
(e.g., rejected by Payroll,

missing time)
Enter SPOT transactions if
necessary
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/;/ Cost Allocation of Time after Payroll
y 4

11.0 16.2.1 Cost ;;.I‘Iafcftiun to 11.0
Payroll Costing Cost Allocation to . Payroll Costing
> : > HR Accounting >
Payable Time . .
Lines and Project
Tables .
Caosting
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/,) Accounting Distribution Hierarchy
/

The default hierarchy for payroll accounting distribution is the
Timesheet, followed by the Position Default, and then
Department Default.

ChartFields entered on timesheets are used for agencies who
want to record time to specific ChartField strings to be used
during the payroll accounting distribution process.

For employees who do not record time to specific ChartFields
on their timesheet, the system uses the default funding for that
employee’s position.

If the default funding is not found for their position, the system

looks for the default funding for their department.

An agency-level suspense default funding string will be defined
for each agency.

— This string will be invoked when position and department
default funding is not defined, timesheet ChartFields are not
entered and/or Chart of Accounts (COA) values or
combinations are invalid.

Position, department, and suspense default funding are set up
by fiscal year and will be rolled over at fiscal year end.

Note: To view default funding information, run the
V_HR_POSN_DEFLT_EMPL_DATA query.

Timesheet
(Optional)

Position Default
(Recommended)

Department Default
(Required)
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/) Adjust Paid Time - Rejected by Payroll
y 4

There may be times when a time transaction
does not load to Payroll. The resolution of
rejected time may result in time being paid
through SPOT or Off Cycle, which will require
the TL Administrator to close those time
transactions to avoid duplication of payment.

Hours paid alternatively, and not through the
Time and Labor Load process, must be closed
by the TL Administrator using the Adjust Paid
Time page. Rejected by Payroll rows closed by
the TL Administrator will be allocated using the
department or position funding default for the
employee.

See the slides in the appendix titled Time
Rejected by Payroll Reasons for some
examples of when time would be rejected by
Payroll.

Adjust Paid Time

Employee ID
Employment Record 0

Acfions ~ 1

Date Range

Start Date | 06/07/2020 End Date | 07/07/2020 E Y

Payable Time Details
FQ

‘ Overview H Time Reporting Elements H Cost and Approval | [|¥

*Date Payable Status  Payable Reazon  Time Reporting Code Quantity  TRC Type

L<]

‘ Save | Retum to Search “ Previous in List “ Nextin List ‘

HNew Window

11 af 1V

Accounting Date | Taskgroup

[ Q $| -

Note: This page should only be used when requested by Payroll

Administrator or SPO.

For details on how to adjust paid time in Cardinal, see the Job Aid titled TA_Time Status Administration located on the

Cardinal website in Job Aids under Learning.
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;) Lesson Checkpoint
/

4 )

1. True or False. It is important that the TL Administrator and Absence Administrator review reports to
ensure that time and absences are approved.

N (
AN

2. True or False. All salaried overtime and shift differential are paid during the current pay period.

3. The Adjust Paid Time page should only be used when directed to do so by
a. Agency Head
b. TL Supervisor
c. Payroll Administrator

\ d. State Payroll Operations (SPO)
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;) Lesson Summary
/

‘ Audit and Validate Timesheets / Load Time Process

In this lesson, you learned:

« How to Audit and Validate Timesheets

 Overview of the Load Time and Labor Process
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;) Course Summary
/

m Time & Attendance Administration

In this course, you learned:

 The overall Time & Attendance (TA) process

« The TL Auto Enroll process

« Time reporter data, comp plan enrollment, and work schedules
* How to identify and correct Timesheet exceptions

* How to monitor approvals and adjust paid time
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Appendix

Reported and Payable Time Statuses
Key Reports/Queries

Reviewing Time Checklist
Workgroup Naming Convention

Time Reporter Values

Time Reporter Values Rule Elements
Comp Time Plan Values

Time Rounding

Process Flows

Flowchart Key
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,} Reported Time Statuses and Actions
/

The following table is a list of statuses for Reported Time and actions available based on grace periods and roles.

Status Code Next Status Description Agency <90 days >90 <365 >365
Type
Saved SV SB Time that has been entered, but |Online *Employee/Supervisor/Timekeeper/TL Admin  [*TL Admin Submit or Delete *TA Expired Grace Approver Close or Delete
not submitted for processing Submit or Delete *TA Expired Grace Approver Close or Delete
[Saved SV NA IAbsence that has been entered, |AM "Employee/Supervisor/Timekeeper/TL Admin  [*TL Admin Submit or Cancel *AM Admin Approve or Void or Delete (must
but not submitted for approval Submit or Cancel “*AM Admin Approve or Void or Delete request PPS to override 1 year retro limit for
processing)
Saved SV NA [Time for interfacing employee Interfacing [|*TL Admin Submit or Delete/Cancel “TL Admin Submit or Delete/Cancel *TA Expired Grace Approver Close or Delete
that has been saved online but “TA Expired Grace Approver Close or Delete
not submitted for approval
Submitted [SB Time that has been reported and [Online No action needed No action needed No action needed
submitted for processing
Needs NA AP IAbsence that has been AM *Employee/Supervisor/Timekeeper/TL Admin  [TL Admin Cancel *AM Admin Approve or Void or Delete (must
Approval submitted and is pending Cancel *Supervisor Approve request PPS to override 1 year retro limit for
approval *Supervisor Approve *AM Admin Approve or Void or Delete processing)
Needs NA AP, CL [Time for interfacing employee Interfacing |*Supervisor Approve *Supervisor Approve (Must be done same day [*TA Expired Grace Approver Close or Delete
Approval that has been submitted online *TL Admin Delete las Submit)
and is pending approval “TL Admin Delete
“TA Expired Grace Approver Close or Delete
Approved AP /Absence that has been approved |AM No action needed No action needed No action needed
Approved AP Time for interfacing employee Interfacing |No action needed No action needed No action needed
that has been interfaced as
approved or submitted and
lapproved online
Closed CL Time closed by the TA Expired  [Online + No action needed No action needed No action needed
Grace Approver Interfacing

*Online agencies will only see Saved or Submitted for time entered on the Timesheet grid.

**Agencies using Absence Management will sece Needs Approval or Approved for absences.

Note: Interface agencies will generally only see Approved when time is interfaced.
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// Payable Time Statuses and Actions
/

The table below and on the next page provide a list of statuses for Payable Time and actions available based on grace

periods and roles.

Status Code Next Status Description Agency Type <90 days >90 <365 >365
Needs NA AP, VS, VH, [Time that has been processed by |Online “Supervisor Approve *TA Expired Grace Approver Approve *TA Expired Grace Approver Close or Delete
[Approval CH, CL, NP [Time Administration and is *TL Admin Delete Reported Time

pending approval *TA Expired Grace Approver Close or Delete
IApproved AP SP then TP  [Time that has been approved and |Online No action needed No action needed No action needed
ready for payroll/distribution
Estimated [ES SP then TP [Time that does not require Online + No action needed No action needed No action needed
approval and is ready for Interfacing
payroll/distribution
Overtime VH AP [Time for salaried employees Online No action needed No action needed No action needed
Hold subject to overtime lag that has
not yet been released for load to
payroll
Salary Hold |VS PD Time for salaried employees Online No action needed No action needed No action needed
included in base pay pending
distribution
No Pay NP Time does not require pay or Online + No action needed No action needed No action needed
distribution Interfacing
Rejected by [RP SP then TP [Time rejected by load to payroll  [Online + *Payroll Admin/TL Admin/SPO fix problem  [Payroll Admin/TL Admin/SPO fix problem and [*Nightly job will Close
Payroll or CL process Interfacing land reload time reload time
*TL Admin Close *TL Admin Close
Reversed RV [Time reversed by payroll Online + No action needed No action needed No action needed
Interfacing
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,} Payable Time Statuses and Actions (continued)
V4

Status Code Next Status Description <90 days >90 <365
Sent to SP TP or RP Time is in process of being Online + No action needed No action needed No action needed
Payroll loaded to payroll Interfacing
Taken by TP PD Time loaded to payroll pending |Online + No action needed No action needed No action needed
Payroll payroll processing Interfacing
Distributed [PD Time paid and/or distributed to  [Online + No action needed No action needed No action needed
General Ledger Interfacing
Closed CL [Time closed by distribution Online + No action needed No action needed No action needed
process, time rejected by payroll |Interfacing
closed by TL Admin, or time
closed by the TA Expired Grace
IApprover
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/) Key ReportsiQueries — TL Administrator
y 4

Timesheet Schedule Exception and Overtime Review, VTAR0024
Menu > Time and Labor > Reports > Timesheet Exception Report

Timesheet Report, VTAR0026
Menu > Time and Labor > Reports > Timesheet Report

Summary of Productive Hours Report, VTAR0030
Menu > Time and Labor > Reports > Summary of Prod. Hours Report

Docking Unpaid Absences Query
Menu > Reporting Tools > Query > Query Viewer >V_TA_DOCK_UNPAID_ABSENCES

Employee Schedule Review Query
Menu > Reporting Tools > Query > Query Viewer >V_TA_SCHEDULE_REVIEW

Invalid Holiday Query
Menu > Reporting Tools > Query > Query Viewer > V_TA_INVALID_HOLIDAY_AUDIT

Negative Hours From Prior Period Adj Query
Menu > Reporting Tools > Query > Query Viewer >V_TA_NEG_HRS
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/,) Key Reports/Queries — TL Administrator (continued)
y 4

Payable Time Adjustments Query
Menu > Reporting Tools > Query > Query Viewer >V_TA_ADJUSTMENTS_PAYABLE_TIME

Reported Time Audit Query
Menu > Reporting Tools > Query > Query Viewer > V_TA_TIME_ENTRY_AUDIT

Time Entry Approval Audit Query
Menu > Reporting Tools > Query > Query Viewer >V_TA_TIME_APPROVAL_AUDIT

Time Reporting Exceptions Query
Menu > Reporting Tools > Query > Query Viewer > V_TA_TIME_REPORTING_EXCEPTIONS

Weekly Submitted Hours Query
Menu > Reporting Tools > Query > Query Viewer >V_TA_TLAM_WKLY_HRS

Workflow Setup Issues Query
Menu > Reporting Tools > Query > Query Viewer >V_TA_WORKFLOW_SETUP_ISSUES
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/,) Key Reports/Queries — Absence Administrator
y 4

« Employee Leave Report, VTAR0010
Menu > Global Payroll & Absence Mgmt > Absence and Payroll Processing > Reports > Employee Leave Report

» Absence in Saved & Submitted Status Query
Menu > Reporting Tools > Query > Query Viewer >V_TA_ABS_SV_AND_SB_STATUS

« Docking Unpaid Absences Query
Menu > Reporting Tools > Query Viewer >V_TA_DOCK_UNPAID_ABSENCES

« FML Without Concurrent Absences Query
Menu > Reporting Tools > Query Viewer > V_TA_FML_CONCURRENT_ABS_AUDIT

» Ineligible Forecasted Absence Events Query
Menu > Reporting Tools > Query Viewer >V_TA_ABS_EVT_FCST_INELIG

« Terminated EE with Leave Balance Query
Menu > Reporting Tools > Query Viewer > V_TA_BAL_FOR_INACTIVE_EMP

« Traditional Sick Query
Menu > Reporting Tools > Query Viewer >V_TA_TRADSCK_06MONTHS
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/;/ Key Reports/Queries — TL Employee Setup Administrator
y 4
« Active TL Eligibility Query
Menu > Reporting Tools > Query > Query Viewer >V_TA_ELIGIBILITY_ENROLL_LIST

« Comp Plan Enrollment Audit Query
Menu > Reporting Tools > Query Viewer >V_TA_COMP_PLAN_ENROLL_AUDIT

« Employee Schedule Review Query
Menu > Reporting Tools > Query Viewer >V_TA_SCHEDULE_REVIEW

« Time Reporter Changes Query
Menu > Reporting Tools > Query > Query Viewer >V_TA_TIME_REPORTER

« Time Reporter Auto Enroliment Exceptions Query
Menu > Reporting Tools > Query Viewer >V_TA_AUTO_ENROLL_EXC

« TL Eligibility Audit Query
Menu > Reporting Tools > Query Viewer > V_TA_ELIGIBILITY_ENROLL_AUDIT
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/,) Key Reports/Queries — TA Interface Administrator
y 4

+ Absence Upload Error Report

Menu > Global Payroll & Absence Mgmt > Absence and Payroll Processing > Reports > Absence Data Upload
Error

+ Time Entry Upload Error Report

Menu > Global Payroll & Absence Mgmt > Absence and Payroll Processing > Reports > Time Entry Upload Error
Report

See the Cardinal HCM Time & Attendance Reports Catalog for more details about these reports. It is located on the
Cardinal website under Resources.

125



/,) Review Time Checklist Questions
y 4

The following questions should be considered when reviewing time:

O Has all time that requires approval been approved?

O Are there any exceptions (especially high severity) that have not been resolved?
O Have all necessary adjustments to time been made?
Q

Have all Workflow Setup issues been resolved or delegations made as appropriate? (see the Job Aid titled TA372 TL
Setup Overview)

U

Are there absence events or non-productive hours for the employee that need to be reported?

U

Are there any employees with schedule deviations (too many or too few hours based on work schedule)?
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;} Workgroup Naming Convention
/

The Workgroup controls Time Reporting Codes, Approval Method, Positive vs. Exception Reporting Type, FLSA Start Date,

FLSA Period, and Business Rules applied to the employee. The 9-character workgroup name reveals the attributes of the
group. If the employee is not in the correct workgroup, it will impact the TRCs that are available to select on the Timesheet

page.
Character Defines Values
1st Employee Type H = Hourly, S = Salaried
2nd FLSA Status N = Nonexempt, E = Exempt
3rd Employee Category | 1 = Type 1, 2 = Type 2, 3 =Type 3,
A = Additional Pay Only, P = Per Diem Type,
R = Regular, M = Emergency,
J = Judge, L= Law Enforcement
F = Fire Prevention, S = Student
4th Approval Type | = Reported Time for Interfaced,
F = Payable Time for Online Full Approval,
P = Payable Time for Online Partial Approval
5-6t FLSA Period 07, 14, 21, 28 Days
7th Pay Cycle B = Biweekly, 1 = SM1, 2 = SM2, M = Monthly
8th Time Reporter Type | E = Exception, P = Positive
oth FLSA Start Day 1 =Sun, 2 =Mon, 4 =Wed, 6 = Fri, 7 = Sat

EXAMPLE:
SNRF071P1

S = Salaried

N = Non-Exempt

R = Regular

F = Online Full Approval
07 = FLSA 7 Day Period

1 = SM1 Pay Cycle

P = Positive Time Reporter

1 = Sunday First Day of FLSA Period
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;) Taskgroups & ChartFields Access
/

The following table is a list of Taskgroups and how they relate to ChartFields.

Taskgroup (ending in) ChartFields

BA Not Required; ChartField link will not appear on Timesheet
IN Not Required; ChartField link will not appear on Timesheet
CCOP Optional: ChartField link will appear on Timesheet
CCO Optional: ChartField link will appear on Timesheet
CCRQ Required: ChartField link will appear on Timesheet
CCR Required: ChartField link will appear on Timesheet
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/;/ Work Schedule Naming Convention: SETID = State, 7-Day
Format: NN.NN-AAAAAAA-B, Example: 40.00-Z88888Z-0

_

NN.NN Schedule Hours for the week Example 40.00, 37.50
AAAAAAA 7 day indicator — 0-9, A-X: for example
first character is Day1, Z — Off Day
second character is Day2, etc. 0 — If the hours for the day are between 0.01 and 0.99

1 — If the hours for the day are between 1.00 and 1.99

A — If the hours for the day are between 10.00 and 10.99
B — If the hours for the day are between 11.00 and 11.99
X — If the hours for the day are 24.00

B Indicates a unique schedule 0-9, A-Z — to indicate a unique schedule
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/;/ Work Schedule Naming Convention: SETID = State, 9X80
Format: 9X80-AAAAAAA-B, Example: 9X80-29998ZZ-0

m

AAAAAAA 7 day indicator — 0-9, A-X: for example

first character is Day1, Z — Off Day

second character is Day?2, 0 — If the hours for the day are between 0.01 and 0.99

etc. 1 — If the hours for the day are between 1.00 and 1.99
A — If the hours for the day are between 10.00 and
10.99
B — If the hours for the day are between 11.00 and
11.99

X — If the hours for the day are 24.00

B Indicates a unique 0-9, A-Z — to indicate a unique schedule
schedule

Day 1 in the 14 day schedule will correspond to a Biweekly Pay Period Begin Date in Cardinal — used by Hourly
employees.

Note: 9X80 schedules must not be assigned to nonexempt employees.
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/;/ Work Schedule Naming Convention: SETID = <BU>
Format: NN.NN-AAAAAAA-B, Example: 40.00-5X8X3WK-0

_

NN.NN Schedule Hours for the week Example 40.00, 80.00, 84.00,
AAAAAAA  Indication of the type of Example:
schedule 4X10+5X8 — Week 1 is a 4 day/10 hour work week, and

Week 2 is a 5 day/8 hour work week.

4X10X2WK - Week 1 is a 4 day/10 hour work week, and
Week 2 is also a 4 day/10 hour work week, however the
work days are not the same for each week.

4X10+OTH — Week 1 is a 4/day/10 hour work week, and
Week 2 is some other type of work week that is not 5X8
or 4x10.

B Indicates a unique schedule 0-9, A-Z — to indicate a unique schedule
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;) Time Reporter Values
/

The Auto Enroll Program will assign the following values to the employee. View the results of the Auto Enroll program by
viewing the Maintain Time Reporter Data Page in Cardinal.

Time Reporter Value Definition

Workgroup A Time Reporter value that defines Time Reporting Codes, Approval Method,
Positive vs. Exception Reporting Type, FLSA Start Date, FLSA Period, and
Business rules applied to the employee

Taskgroup A Time Reporter value that identifies the Timesheet template used to collect and
process time for employees

Time Reporter Status Employee status indicating if the employee is active or inactive

Reporting Template Template specifying fields available for data entry on the Timesheet and is

defaulted from the Taskgroup if not specified
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;) Time Reporter Values — Rule Element 3
/

Rule elements are user defined values that are assigned on the Maintain Time Reporter Data page for each employee. They

define various limits for rule processing when Time Administration runs.

Time Reporter Value Definition

Rule Element 3

Indicates the Hourly ACA Yearly Limit in Hours used to generate exceptions for 90% warning
and hours exceeded error (annual limit can be overridden if allowed)

Rule Element 3 must have a value for Hourly employees. Set initially at 1400 hours as the
hourly annual limit. This limit can be manually overridden with a lower limit in increments of
100 hours or with a maximum allowable 1500 limit. During the Time Admin process the 1500
limit rule will generate exception warnings
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;) Time Reporter Values — Rule Element 4
/

Rule elements are user defined values that are assigned on the Maintain Time Reporter Data page for each employee. They
define various limits for rule processing when Time Administration runs.

Time Reporter Value Definition

Rule Element 4 Indicates the overtime FLSA overtime limit or threshold for reporting overtime and rule
validation for eligibility of overtime

Format: NN:MMM (NN = FLSA Period Days — for example 07, 14, 21, 28, MMM = the
number of hours that should be worked before overtime should be reported)

Rule Element 4 must be set for Hourly Nonexempt and all Salaried exempt employees. The
first 2 characters must match the FLSA Period from the Workgroup followed by the work
week hours. Example: 07:40 which is a 7-day FLSA period with a limit of 40 hours
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;) Time Reporter Values — Rule Element 5
/

Rule elements are user defined values that are assigned on the Maintain Time Reporter Data page for each employee. They

define various limits for rule processing when Time Administration runs.

Time Reporter Value Definition

Rule Element 5

Indicates the Compensatory and Overtime Leave Plan Limits for maximum hours allowed in
balance

Format: AAA:BBB (AAA = Compensatory Leave Plan Limit, BBB = Overtime Leave Plan
Limit)

The Maintain TL Reporter page must have a value for salaried employees where Cardinal is
the Leave System of Record
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;) Comp Plan Values
/

The Time Reporting Codes available to be reported or interfaced on the Timesheet for employees enrolled in the Comp Plan.

Note: Some TRCs can only be accessed by TL Administrators on the Timesheet.

Comp Time Plan Time Reporting Codes (TRCs)

CARDINAL Holiday, Holiday Pay Docking, Holiday Straight Pay Extra, Office Closing

COMP_LEAVE Comp Leave Earned, Compensatory Leave Taken, Comp Time Leave Payout, Comp
Time Leave Adjust, Comp Time Leave Deduction, Comp Time Leave Adjust CNV,
Holiday Straight Earned

OT_LEAVE Overtime Leave Earned, Overtime Leave Taken, Overtime Leave Payout, Overtime
Leave Adjust, Overtime Leave Deduction, Overtime Leave Adjust CNV

PAID-OVS OT @ Straight Time

PAID-OVT OT @ Time and Half

PAID-EOS Emerg OT @ Straight Time

PAID-EOT Emerg OT @ Time 1/2

PAID-CALHP Called Out Hours (Paid)

PAID-ONCHP On-Call Hours (Paid)

NONPROD PD Not required non-productive leave codes for employees using External Leave system

NONPROD RQ Required non-productive leave codes for employees using External Leave system
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;) Comp Time Plan Values (continued)
/

EARNOT-ONC

Comp Time Plan Time Reporting Codes (TRCs)

On-Call Hours (Earn)

EARNAM-ONC

On-Call Hours (Earn)

EARNOT-CAL

Called Out Hours (Earn)

EARNAM-CAL

Called Out Hours (Earn)

EARNOT-ECS

Emergency Comp Earn

EARNAM-ECS

Emergency Comp Earn

EARNOT-OCS

Comp Leave Earned

EARNOT-OCT

Overtime Leave Earned

EARNAM-ECT

Emergency OT Leave Earned

AMNT-ONC$$

On-Call Amount

AMNT-CALS$$

Called Out Amount

AMNT-DIF$$

Weekend/Holiday Diff Amount

AMNT-MED$$

Medication Amount
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» Time Rounding
/

Cardinal accepts time entry to the hundredths of an hour; two digits after the decimal point. If an employee works 8 hours and
11 minutes, the Timesheet entry would be 8.18. Although Cardinal accesses time entry to the hundredth of an hour, it is not
required that time be entered to that level. Follow your agency policy regarding time entry.

Minutes |Time [Hours |Timesheet Minutes [Time |[Hours Timesheet
- - - o| o0:00| 0.00000] 0.00 30| 0:30{ 0.50000] 0.50
Minutes |Time |Hours Timesheet 1| 0:01| 0.01867]  0.02 31| 0:31] 0.51667] 0.52
ol o-00l 0.00000 0.00 2| 0:02] 0.03333]  0.03 32| 0:32[ 053333 053
3| 0:03] 0.05000] 0.05 33| 0:33[ 0.55000 0.55
1| 0:01] 0.01667 0.02 4| 0:04| 0.06667] 0.07 34| 0:34] 0.56667] 057
2 D:DE []_03333 [].[33 5| 0:05| 0.08333 0.08 35 0:35| 0.58333 0.58
6| 0:06 0.10000 0.10 36| 0:36/ 0.60000] 0.60
3| 0:03] 0.05000 0.05 7| 0:07[ 0.11867]  0.12 37| 0:37] 0.61667] 0.62
4 D:D‘q U.DEEE? U.D? 3] 0:08|0.13333 0.13 38| 0:38| 0.63333 0.63
9| 0:09] 0.15000] 0.15 39| ;:39] 0.65000] 0.65
5| 0:05] 0.08333 0.08 10| 0:10] 0.16667] 0.17 40| o:40| 0.66667| 0.657
E‘ {]:{]E‘ ﬂ.lﬂﬂﬂﬂ ﬂ.lﬂ 11| 0:11f 0.18333 0.18 41 ;41| 0.68333 0.68
12| 0:12[ 0.20000] 0.20 42 0:42[0.70000] 0.70
7| 0:07] 0.11667 0.12 13| 0:13] 0.21867]  0.22 43| 0a43|0.71667] 0.72
al 0:08] 0.13333 0.13 14| 0:14] 0.23333]  0.23 24| 0:44] 0.73333]  0.73
15| 0:15 0.25000] 0.25 45| 0:4s|0.75000] 0.75
al 0:09] 0.15000 0.15 16| 0:16] 0.26667]  0.27 46| 0:46| 0.76667| 0.77
10| 0:10l 0.16667 0.17 17| 0:17[ 0.28333]  0.28 47| 0:47]0.78333] o0.78
18| 0:18] 0.30000] 0.30 48| 0:4s| 0.80000] o0.80
#.11 0:11] 0.18333 0.18 19| 0:19| 0.31667| 0.32 49| 0:49| 0.81667| 0.82
20] 0:20] 0.33333] 0.33 s0{ 0:50] 0.83333] 0.83
12] 0:12) 0.20000 0.20 21| 0:21] 0.35000] 0.35 51| 0:51] 0.85000] 0.35
13| 0:13] 0.21667 0.22 22| 0:22[ 0.36667]  0.37 52( 0:52| 0.86667| 0.87
23| 0:23] 0.38333] 0.3 53| 0:53] 0.88333 o0.88
14] 0:14] 0.23333 0.23 24] 0:24] 0.40000] 0.40 54| 0:54] 0.90000] 0.90
7 y"' '5/ 5 Dy_ 25| 0:25|0.41667| 0.42 55| o:55| 0.91667| 0.92
26] 0:26] 0.43333] 0.43 56| 0:56]0.93333] 0.93
27| 0:27[ 0.45000] 0.45 57| 0:57] 0.95000] 0.95
28| 0:28] 0.46667] 0.47 58| 0:58| 0.96667| 0.97 138
29| 0:29] 0.48333] 0.48 59{ 0:59] 0.98333] o0.98




}) Time Rejected by Payroll Reasons
/

The following table provides a list of potential reasons that may cause a time transaction to return a Rejected by Payroll status
during the Load Time to Pay process. The TL Administrator and Payroll Administrator work together to determine the
resolution of rejected time transactions and when it is appropriate to use the Adjust Paid Time process.

Reason Troubleshooting

Invalid Mapping of TRC to NA Earnings Code Contact PPS to investigate

Employee is not active in JOB (e.g., Terminated, Leave of Contact SPO to create paysheet
Absence) SPO will proactively monitor for these situations as well

Employee has change paygroups in the pay period being Contact SPO for guidance
processed (Time will reject and then load in the new
paygroup unless the new paygroup is also in a different
company)

TRC in Payable Time is mapped to a NA Earnings Code Contact PPS to investigate
that is not in the Employee’s Earning Program

Employee has prior period adjustments when associated to
a different paygroup in a different company

If the TRC is Hours or Units and if the value is between +/- Correct the hours/units or TRC and reload or correct and
9,99999.99 the time is rejected by the Load Time and Labor | wait until the next payroll or SPO can pay and TL admin
process changes status
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/;) Time Rejected by Payroll Reasons (continued)
/

If the TRC is Amount type and if the value is not
between +/- 99,999,999.99 then time is rejected by the
Load Time and Labor process

Correct the amount or TRC and reload or correct and wait until
the next payroll or SPO can pay and TL admin changes status

If the sum of the hours/units/amount for a pay period
exceeds +/- 9,9999.99 in the case of hours/units and +/-
99,999,999.99 in the case of amount the employees
time for the entire pay period is rejected

Correct the hours, amount or TRC and reload or correct and
wait until the next payroll or SPO can pay and TL admin
changes status

Employee had a job change since the last run of the
Load Time and Labor process. Time for all jobs will
reject and should be reloaded

Reload time or SPO can pay and TL Admin changes status

The employee terminated prior to the Pay Period Begin
Date, and there is unprocessed Payable Time

Contact SPO to create paysheet.
SPO will proactively monitor for this situation

The employee has too many prior period adjustments.
This will occur when an employee has 99 XREF_NUM
already loaded to the paysheets from a previous run

Contact SPO for direction

The employee has a job earnings distribution setup on
job data that uses an earnings code which is not the
default earnings code for Regular earnings or for the
employee’s paygroup

Contact HR. Job earnings distribution on job data should not be
used
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;) Time Rejected by Payroll Reasons (continued)
/

Reason Troubleshooting

If the time being loaded is for a paygroup that uses Contact PPS to investigate
FLSA calendars and the calendars are not built, the
payable time is rejected. No error message generated
in this case

The currency code on the Payable Time does not Contact PPS
match the currency code on the employee’s paygroup
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// Manage Absence Reporting
V4

Absence
Adjustment
MNeeded?

Yes

*Absence types that require eligibility
verification or where a balance
adjustment is needed. Examples:

- Sheort Term Disability (STD}

- Long Term Disability (LTD)

- Workers Compensation (WCP)

nline Cardina
Agency?

h J

1422
Load Absence
Data Upload
File

Agency Reviews
Emor Report

Yes

1423
Employes!
Timekeeper Enters
Absence Request

Absence
Admin Entry

Agency TA
Updates
Agency TA
System

Yes

Update

Forecasting

Required?

Required? No
Yes
i ¥
14.2.5
1424 Employee/
Forecast Absence > Timekeeper
Balance Submits Absence
for Approval
h J
15.0
Time and
Attendance
#».  Approval and
Processing

143



// Manage Absence Reporting
V4
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V4

»/ Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
QOutcome

Entity Name

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is preformed manually.

Defines the possible outcom es of a decision or
analysis that took place in a step immediately
preceding.

Represents an entity (person, organization, etc.).

Start

End

Document

O

Step/
Process

Indicates point at which the process begins.
Does not represent any activity.

Indicates point at which the process ends.
Does not represent any activity.

Depicts a document of any kind, either electronic
or hard copy.

Indicates an on-page or intra process connector.
Used to avoid complex overlapping connector
lines or to continue a process on a subsequent

page.

Connects steps between business processes.
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